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HEAVY pur Y — LIGHT TOUCH! 


AMAZINGLY LOW COST! 





» 


$107-5°° 


“Smith-Corona 


ADDING MACHINE 


|GET THE FACTS...NOW! | 


*Price for all states permitting Fair Trade laws. 
Subject to change. Tax extra on adding machine. 


SMITH-CORONA INC. 

195 ALMOND STREET, SYRACUSE |, N. Y. 
Please send me further information about 
your Adding Machine and Cash Register 
and the location of a mear-by place where I 
can see and try these machines. 


SMITH-CORONA 
CASH REGISTER 


A dependable cash 

register with adding 

machine advantages 
at lowest cost. 
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et ALL the economy of centralized dietation / 


!. You dictate over 
the special phone... 
no waiting for a 
steno. 





2. Many dictators 
served by one 
central recorder 
and operator. 





3. Letters 
come back 
faster for 
signing... 
time and 
work saved! 





PhonAudograph advance features 
make dictation-by-phone practical! 


Only PHONAUDOGRAPH has Dictation by telephone can be the greatest money-saver in your office 
these built-in benefits! today! It cuts dictation and stenographic time in half . . . speeds corre- 


: she spondence . . . gives you fastest signature service 
1. Privacy of dictation... other phones 
“locked out’ against eavesdropping. 
2. Unlimited listen-back . . . to all or 
any part of your previous dictation. 
3. Same-line communication with the 
operator for special instructions These are the exclusive advance features of the amazing Gray 
4. Simpler push-button controls which PhonAudograph— proved in important installations from coast to coast 
anyone can use without practice! Mail the coupon for the complete story! 


VOCU, 
PHONHUDOGRAPH 


**FULL CONTROL" TELEPHONE DICTATION 
PHONAUDOGRAPH and AUDOGRAPH (individual 


dictation instrument) sales and service in 200 U.S 
cities, See your Classified Telephone Directory under 
“Dictating Machines.’’ Canada: Northern Electric 
Co., Ltd. Abroad: Westrex Corp. (Western Electric 
Co. export affiliate) in 35 countries, Made by The 
Gray Manufactur Company — established 1891 
Originators of the Telephone Pay Station. 


TRADE MARK “AUDOGRAPH”" 
REG. U, S. PAT, OFF. 





But experience shows that the success of telephone dictation depends 
on the key features listed at the left—features which give you "full 
control” over your dictation—assure you of all the cost-cutting benefits 
of this new method. 


The Gray Manufacturing Company 
Hartford 1, Connecticut 
Please rush your new free booklet R-11 on how to 


save time, work and money with PhonAudograph 
dictation. 
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Hold on a second—I've got it right here! 


Here’s one executive who isn’t caught 
without the facts when something big is 
in the making. He’s taking no chances on 
missing a sale or damaging customer re- 
lations because of delay in locating cor- 
respondence or other records. 


That’s why he likes his new Shaw- Walker 
filing system. For it has been “time-engi- 
neered” to assure split-second finding. 

Ever since 1899 Shaw-Walker has been 


Finding is fast because papers 
are automatically classified as 
to importance . .. top-ranking 
customers, active correspond- 
ents and infrequent corres- 
pondents. 


Mistake-proof guide headings 
eliminate figuring and guessing. 


Whine for (REE 


ing office time. 


helping American business by simplifying 
office work. This experience is yours for 
the asking—to speed your record keeping 
or to time-economize every office operation. 


Shaw-Walker makes everything for the 
office — except machines — chairs, desks, 
Fire-Files, filing cabinets, loose-leaf and 
payroll equipment — each “time-engi- 
neered” to help make the most of every 
minute, every working day. 

se Positive control over all papers 

"4 out-of-file, and simple automatic 

follow-up of letters in file. 


This is only one of Shaw-Walker’s 
eight ‘‘time-engineered”’ finding 
-systems for records of any kind, 
whether in one drawer or 1,000. 


The booklet, “Time and Office Work,” is packed with ideas for stretch 
A wealth of information on “‘time-engineered”’ office 


systems and equipment. 36 pages! Many color illustrations! Write 
COOHLE today on business letterhead to: Shaw-Walker, Muskegon 48, Michigan 


reaper” 


GHAW-WALKER 


Executive Offices at Muskegon, Michigan 
Branches and Dealers in All Principal Cities 
Largest Exclusive Makers of Office Furniture 





and Filing Equipment in the World 
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OFFICE MANAGEMENT 


IN GOVERNMENT 





Office Operating Controls 


EDWARD M. CAINE 


Chief of Interstate Benefits, Div. of Placement & Unemployment Insurance, 
State of New York, Albany. 


HE TENOR of the times demands 

that government offices review their 

operations and establish controls for 
the purpose of securing maximum utili- 
zation of available manpower. Govern- 
ment particularly is obligated to the 
public to provide maximum service per 
taxpayer dollar. Since a large part 
of government’s work involves the proc- 
essing of paper, an examination of con- 
trol of operations in that area may be 
valuable in stimulating discussion of 
this phase of management. 

The agency with which we are con- 
cerned in this article receives claims 
for benefit payments from all parts of 
the country. The claims are examined 
for validity, the insured status of the 
claimant verified, and the continued 
eligibility of the claimant determined 
in line with specific statutory criteria. 
The volume of claims received by this 
office varies from 5,000 to 15,000 per 
week, depending upon economic con- 
ditions. To assure that claims are proc- 
essed promptly and accurately and that 
the required legal tests are properly 
applied, the flow of work has been 
placed on a schedule, quotas for cer- 
tain routine operations worked out, 
standards of quality established, and 
controls maintained and examined daily 
by the office management. 

A work flow schedule for each phase 
of the operation has been worked out 
to assure that paper moves from station 
to station within the prescribed limits 
of time. Thus, dictating machine belts 
routed to the stenographic pool are 
scheduled to be returned to the dictator 
within 24 hours. This would represent 
no problem to management if the load 
remained constant. The nature of the 
operation is such, however, that the 


volume rises and falls requiring con- 
stant readjustment to provide the man- 
power at appropriate points to process 
the varying workload. 

Scheduling, in this situation, provides 
only a general plan for the flow of 
work through this agency. Only by the 
utilization of detailed controls can man- 
agement determine the current status 
of each operation. Each operating sta- 
tion, of which there are 26 in this office, 
submits at the end of each business 
day a short report (Fig. 1) showing 
the date of the oldest unprocessed docu- 
ment for which it is responsible. Some 
of the operating units may report three 
dates corresponding to each of the three 
functions that it is required to perform 
while other stations may report only 
a single date representing the oldest 
unprocessed item for its single function. 
When reports are consolidated, manage- 
ment can size up the actual situation in 
relation to the schedule and take the 
necessary corrective action. 

No schedule of work flow can be ef- 
fective without the establishment of pro- 
duction standards for each function. 
While this may be difficult where the 
work is non-routine in nature, it is pos- 
sible to arrive at an average unit pro- 
duction time which can be used by 
management as a yardstick to measure 
the effectiveness of its personnel. 

In this agency, production standards 
have been worked out for routine as 
well as non-routine functions. In the 
ease of an operation such as the trans- 
eription of Dictaphone belts, a produc- 
tion level was set as a result of the 
study of production records over a 
period of a year, the advice of the 
manufacturer’s representative, and con- 
sultation with the typists. The produc- 
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Fig. |. The daily report submitted by each transcriber (8!/2" x 11"). 


tion standard was established as follows: 


AVERAGE PRODUCTION PERFORMANCE 
FOR 7-HOUR DAY RATING 


Over 4 belts 
31/7, belts 


(minimum acceptable) 


Less than 3 belts Unsatisfactory 


This production level did not meet 
with the unanimous approval of the 
typists who felt that it was “too high.” 
Six months of experience shows that 
all the typists are consistently meeting 
their quota and these standards prob- 
ably will require upward revision. 

A somewhat different approach is 
used with case examiners, whose tasks 
are completely non-routine. The action 
of these employees is dependent upon 


information that becomes available as 
a result of reports received from other 
states. All states have entered into 
cooperative agreements to act as agents 
for and to accept claims against liable 
states. This arrangement precludes the 
need for each state to maintain offices 
in every other state. A long range 
study was made as to the relationship 
of the number of decisions to the num- 
ber of claims. It was found that a 
consistent ratio appeared for different 
areas of the country which reflected 
the industrial make-up of the areas 
from which the claim was filed, the 
workload of the examiners and their 
individual skills. These ratios were then 
adjusted to provide an incentive to the 
individual examiner. 

Written standards 


are particularly 





/ <= Standard 


O = Deficient 


Stenography and Dictaphone Transcription 
QUALITY CONTROL 


Name. 





Date 








Set-up 
Spelling 


& 
Construction 


Punctuation 


Transcription 





























beac 











ee. 
Fig. 3. The supervisor of the stenographic pool reviews the quality of a portion of each typist's 








work at least once a week on this 81." x I 1" form. 
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QUALITY CONTROL — NON-MONETARY DETERMINATIONS 





Standard 
Deficient 
Alloved 
Disallowed 





Date 





Staff Member 





DETERMINATIONS 


OTHER FACTORS 





(1) 


Sufficient 
Facts 


(2) 
with facte 

(4) 
Individualized 
Statement of 


(7) 
Rppropriate form 
used: OSR 21, 

OSR 412, OS 412.1 

(8) 
Appropriate reason 
indicated 

(9) 
Appropriate period 
indicated 

(10) 
Postings on IO 339 























end 












































Fig. 2. Check list which enables the superivsors of claim adjusters to indicate whether work 
meets specific standards, outlined below from the reverse of this 8'/2" x 11" form. 


1. SUFFICIENT FACTS. 


Were the proper facts obtained? 

Are there enough facts to support a proper 
conclusion? 

Are facts distinguished from opinions or 

conclusions? 


2. DETERMINATION CONSISTENT WITH 
FACTS. 


Is the issue clearly defined? Does the determ- 
ination contain facts plus conclusions arising 
from those facts? Is the determination con- 
sistent with precedent as described in the 
Interpretation Service? Is determination con- 
sistent with the facts? 


3. TIME LAPSE. 


Benefits should not be withheld for more than 
two weeks pending determination. 


4. INDIVIDUALIZED STATEMENT OF FACTS. 


Is the legend general or tailored to the 
specific facts? Does the legend state the 
specific facts on which the determination was 
based? Are all the pertinent facts stated? 


5. INDIVIDUALIZED STATEMENT OF 
REASONS. 


Are the reasons general or tailored to the 
specific facts? Do the reasons stated support 
the determination? Are complete reasons 
given? 


6. NOTICE TO EMPLOYER. 


Is notice to employer necessary? If so, was 
it sent? Does the notice to employer provide 
complete facts and reasons for the determ- 
ination? 


7. APPROPRIATE FORM. 
OSR 21, OSR 412, OSR 412.1 — was correct 


one used? 


8. APPROPRIATE REASON. 


Was correct one indicated? 


9. APPROPRIATE DISQUALIFICATION 
PERIOD. 


Was correct disqualification period indicated? 


10. POSTINGS ON LO 339, 
Does LO 339 contain appropriate postings? 





important when the function performed 
is not routine in character and an em- 
ployee is permitted to use some degree 
of independent judgment, as in the ad- 
justment of claims. Fig. 2 is a check 


list which allows the supervisors of 
claims adjustors to indicate whether the 
work product meets specified standards. 
Each week a chart is posted to show 
the performance of each employee. The 


Tue Orrice—November, 1953 








JOB LOG 


OPERATING UNIT. 

























































































chart is maintained on a monthly basis 
to permit the ironing out of wide weekly 
fluctuations and shows the extent to 
which each examiner achieves his budg- 
eted performance. Where the perform- 
ance falls short of the desired ratio, 
management examines the situation to 
determine the causes and to take what- 
ever remedial action is indicated. 

Adequate service to the public in- 
cludes prompt processing of claims at 
a satisfactory level of quality. The 
quality aspects of performance cannot 
be discussed without considering the part 
played by written standards... A stand- 
ard has been defined as a statement of 
conditions that will exist if a job is 
satisfactorily performed. Written stand- 
ards serve the twofold purpose of clar- 
ifying management’s thinking as to what 
it expects from an employee, as well 
as informing the employee as to what 
management expects of him. 

Written standards have been prepared 
for all basic operations in this office, 
ranging from the stenographie pool to 
Overtime the case examiners, and provide a gauge 
tol with which management may measure 
OR 703-1 t1l-52) the quality of the output. This meas- 
urement is a constant process conducted 
at all levels of supervision on a limited 
sample basis wherever experience shows 
Fig. 4. This 81/2" x 11" form, which is used that the output is up to standard, and 
for costing, is prepared daily by each em- llere Antensively whenever significant 
ployee who uses code numbers to describe deviations appear from desired per 

his activities. formance. Section supervisors have a 
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specific schedule of review and use a 
check list (see Fig. 3) to assist them 
in identifying and recording deficien- 
cies. These check lists then provide a 
basis for preparing a plan for training. 

In addition to systematic evaluation 
and appraisal of the work of his sec- 
tion by the supervisor, frequent reviews 
are made by management to assure that 
time lapses are not excessive and that 
quality levels are up to par. In short, 
management is constantly testing and 
analyzing schedules, controls, and stand- 
ards to ascertain whether they are doing 
the job for which they were designed. 
There is also considerable advantage to 
be gained from having the office per- 
sonnel aware that management is con- 
stantly on the alert as to the status 
of their operations. 

Government agencies can and do 
apply the principle of scientific man- 
agement. The large volume of trans- 
actions and the mountains of paper in- 
volved that must be processed have made 
it imperative that orderly and systematic 
methods, procedures, and techniques be 


employed to do the government’s busi- 


ness. To help do the job a costing 
system has been established which meas- 
ures the unit-time cost per work unit, 
thereby providing management with a 


CODE 
(Minutes) 

53000... 

53001... 

53002... 


Total Time 37,500 


gauge to determine whether the opera- 
tion is being conducted within prescribed 
cost limits. 

Costing is accomplished in this agency 
through the use of a time-distribution 
code system. Code number families are 
assigned to every function. Different 
processes of the same function are as- 
signed different code numbers in the 
same code family. To illustrate, the 
determination function includes the fol- 


10 


MONTHLY TOTAL TIME 


lowing activities : 


CODE ACTIVITY 


a) Supervision 

b) Examination, Investigation and 
Decision Making. 

(c) Clerical Services 


5300! 
53002 


Each employee prepares a Job Log 
(Fig. 4) daily. He enters on the hori- 
zontal coordinate the code numbers that 
describe his activities. He checks the 
appropriate quarter-hour blocks to show 
the time spent on a particular activity. 
Most employees use few codes since 
they remain on the same activity most 
of their workday. Vertical lines con- 
necting checks at beginning and ending 


. quarters are also acceptable to show 


time spent on a single activity. No effort 
is made to record any activity in a single 
day requiring less than fifteen minutes. 
Job Logs are summarized by the month 
for each employee and then on tabulat- 
ing equipment by another unit for the 
entire office. The number of units of 
work performed by each activity is then 
divided into the time for the appropriate 
code to obtain the unit time for each 
activity. 

To illustrate, for the determination 
process of which, let us say 1,000 cases 
were handled in a month: 


UNIT TIME 
(Minutes) 

3.0 minutes per unit 
22.5 minutes per unit 
12.0 minutes per unit 


37.5 total minutes per unit 


A careful review by management of 
the cost of various activities shows where 
corrective action should be taken. Using 
these tools, government administration 
can design and perfect administrative 
structure and techniques that will most 
effectively and efficiently convert the 
taxpayer’s dollar into a full measure 
of public service. To accomplish this 
is a challenge faced by all government 
organizations at every level. 
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YOU NEED THIS 


Challenge 


EQUIPMENT 


PAPER CUTTERS: 


11 models — 7 sizes ... from 

lever cutters in bench ana floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


PAPER DRILLS: 


For standard run of loose- 
leaf work. Also adapt- 
able for variety of 
novelty jobs. 9 styles 
available — hand, 

foot, power models. 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


PROOF i . . - te “1 Send details as checked below: 
PRESSES: ; y [}] Paper Cutters | Paper Drills 
Always a sharp [] Proof Presses | Paper Punches 
clean impression; Kis 

easy operation. ” Name 


Full selection of 5 ie 
styles — 5 sizes. > ae Full Address 


Mail coupon fer specific information 
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Magnetic Memory Keeps 
Inventory Records 


N electronic counter for inventory 

eontrol, which reduces to a fraction 

of a second the time needed to check 
an entire inventory, was demonstrated 
recently for the first time by John 
Plain & Co., Chicago mail order house, 
for whom the system was developed by 
Remington Rand’s Engineering Re- 
search Associates Division at St. Paul, 
Minn. John Plain & Co. has named its 
system the Distribution while Reming- 
ton Rand calls it the Speed Tally. It is 
housed in a small cabinet about 7 ft. 
long and 6 ft. high with ten keyboard 
devices, that look like hand adding ma- 
chines, which feed information into the 
svstem. 

The Speed Tally receives tallies of or- 
ders or inventory items through the key- 
boards and, within four-tenths of a 
second, adds the new item to the existing 
total in its proper catalog classification 
and registers the new total. It ean 
handle 13,000 items in each three cate- 


gories. While the new device was de- 
veloped primarily for John Plain & Co. 
to tally orders in its widespread sys- 
tem and to keep the information up- 
to-date so that it can be of use to 
buyers, possible applications are ex- 
pected to be far reaching. 

Remington Rand’s electronic experts 
believe it will be of great use, with cer- 
tain modifications, for keeping a _per- 
petual inventory control in any busi- 
ness or factory requiring a large num- 
ber of catalog classifications. This 
would enable a factory, warehouse or 
storage system, requiring hecurate in- 
ventory of large numbers of items of 
various types, to keep a constant record 
of all additions and subtractions with 
immediate access to current inventory 
information. 

The system has four basie phases of 
operation: an input through the key- 
board; a magnetic memory or storage 
drum where the new item is matched 


‘ 


Tally clerks using desk keyboards at John Plain & Co., Chicago. The magnetic memory is in 
the tall cabinet at the rear. 
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now gives you the answer to your 
office copying problems in this small 
inexpensive machine designed to use 
the EASTMAN KODAK CO.’S amazing 
new VERIFAX process... 


Photostat Instant Copier 


Dp for use in any office .. . everywhere! 


Here is a small, inexpensive machine which 
will make three or more black-on-white copies 
of practically any original up to 84%” x 14” in 
size in one minute, ready for immediate use! 

It takes up less than two square feet of space 
on desk or table... it can be used under any 
normal office lighting at any time by anyone 
in the office. 


The PHOTOSTAT INSTANT COPIER is de- 
signed to get the very best results from the 
new EASTMAN KopaAK COMPANY'S VERIFAX 
process ...a truly revolutionary method of 
making copies of anything typed, printed, 
written or drawn. It is entirely different from, 
and should not be confused with, any previ- 
ously known process. No other office copying 
equipment can equal the versatility and flexi- 
bility obtainable with the combination of the 
new PHOTOSTAT INSTANT COPIER and the 
VERIFAX process. And it is fully guaranteed 


by Photostat Corporation! 
*For over forty years, PHOTOSTAT CORPORATION has 

led the way in the manufacture and marketing of 
photographic copying apparatus for every type of 
business use . . . every Federal, State, County and 
Municipal government need. ‘ 

The new Puotostat INSTANT Copier will be sold You will be amply repaid if you get full 
and serviced by our field staff from coast to coast and details before purchasing any office 
in Canada in the same efficient manner and under 
the same conditions as now apply to our larger and photo-copying equipment. Write to 
long established models of photographic copying 
apparatus. 


/ PHOTOSTAT \ PHOTOSTAT CORPORATION 


is the registered trade-mark of — ¢ 299 STATE STREET, ROCHESTER 14, NEW YORK 
} pHoTostaT CORPORATION | 





— or any service office in principal cities in the U.S.A. and in Toronto, Canada. 
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jenalax 


automatic 


STENCIL PERFORATOR 
a 


@ Stenafax will make, 
electronically, an exact 
mimeograph stencil of 
printed office forms, 
sales letters, handwrit- 
ten memos, technical 
charts, engineering 
plans, drawings, clip- 
pings from newspapers 
or magazines... 

@ Place original on left 
of two cylinders. Put 
stencil blank on the 
other. 

@ Start Stenafax and 
carry on other work for 
six minutes. 


@ Stenafax stops auto- | 
matically. Remove clear | 
sharp stencil reproduc- | 
tion of original, good | 
for 10,000 duplications. | 


@ This is low cost repro- 
duction proved by its 
current use in many 
Government installa- 


tions. Now available to | 


Commercial Users. 


@ 4s1 
“A © ACCURATE 
© ECONOMICAL 


TIMES FACSIMILE 


CORPORATION 
1523 L Street, N.W., Washington 5, D. C. 


Stenafax Sales Division: 
Hotel Biltmore, 43rd and Madison, New York, N. Y. 





with the previous total in the proper 
catalog classification; an arithmetic sec- 
tion which performs the addition and 
subtraction; and an output which, on 
demand, records the new total on a 
printing device. Prior to development 
of this system, according to spokesmen 
for John Plain & Co., it was necessary 
to have seores of clerks to tally each 
new item, record it in the proper cata- 
log and add the new totals manually. 
During peak seasons, the company 
handles 15,000 orders a day with an 
average of ten items per order, or 150,- 
000 items a day. It required one or two 
weeks to process this data under the old 


| system so it could be used by the com- 


| er és 


The desk keyboard used by John Plain & Co. 


for its inventory control. 
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TELLS HOW TO FIT 
PAPER OR CARD TO 
YOUR RECORDS JOB 


ERE’S the inside story on how papers 
H and index cards are made so they’ll 
stand hard wear. Whether your problem is 
wear from constant use, or deterioration 
from age, this booklet will tell you how to 
select the right paper or card. It’s called 
“Papers and Index Cards that Wear Better 
and Last Longer’’. Whatever your record- 
keeping or accounting needs, Parsons 
ledger papers or index cards will do the 
best job for you. Here’s why: 


® You can have ‘‘color-control’’ ® by 
having cards and sheets, for each pur- 
pose, in matching colors. 


® No strained eyes if you use Parsons 
paper, with its special no-glare surface. 


pb Whether erased by rubber, scratcher or 
chemicals, these papers and cards will 
have a smooth surface, the same color. 


PB You choose from a wide variety of 
weights, sizes, colors and strengths— 
so you get just what you need, and 
economically. 


> Parsons papers and cards are built for 
bookkeeping—machine or hand—be- 
cause we've studied the requirements of 
systems of posting and using, and made 
the paper fit the. need. 


p> Parsons papers and cards are made with 
tough, flexible new cotton fibers. Preci- 
sion controls in processing and sheet- 
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by-sheet inspection guarantee high and 
consistent quality. Yet Parsons prices 
are down there, grade for grade, with 
the others. 


Get Booklet on Selecting Right Paper 


Many cheaper papers can be had, but vou 
know what a mess you can get into by 
trying to “shave” a few cents. It’s the labor 
in accounting and bookkeeping that costs 
real money. Good—but not expensive— 
materials, like Parsons papers and cards, 
more than pay their way. They save labor 
because they’re easier to work with. Send 
today for your free copy of our booklet 
that tells how and why. 


PARSONS 


PAPER COMPANY 
1853-1953 








PARSONS PAPER COMPANY i 
Department 116 

Holyoke, Massachusetts 

Please mail me, without cost or obligation, 
your booklet on getting the right paper or 
card for each job. 


Name nee 

(please print) 
Organization 
Oi I icteric 


Street 
City 
{ee 





w= ------------- 


15 





Now you can have 
metal office chairs_ 
which are 


warm to your touch 
thanks to 


STURLON. 


an extraordinary new finish | 


Aimost as warm and pleasant as your 
skin—that's the way a metal chair feels 
when it's finished in STURLON This extra- 





ordinary new finish [Sturgis is the only 
maker of office chairs with the right to 
use it] adds the final touch of comfort to 
the functionally ideal steel office chair. 


The remarkable “warmth” characteristic 

of STURLON is but one of several revolu- 
tionary qualities. STURLON is unbelievably 
resistant to wear normally resulting from 
scuffing and repeated banging of chair 
against chair. Independent laboratory tests 
show its resistance to abrasion to be 10 

to 20 times greater than that of other finishes. 


osT 
$s 


THE 


STURLON is sprayed on and infra-red 
baked to a thickness about four times that 
of other finishes. This means that the 
STURLON finish will endure and continue 
to protect the metal indefinitely. 


And that isn’t all— 


STURLON is non-corrosive—is unaffected 
by moisture, salt air, humidity and 
temperature changes. 


* Sturgis STURLON-finished chairs, both 
executive and stenographic, are now being 
shown by your Sturgis dealer in three popu- 
lar colors: metallic gray, green and walnut 


RE CHAIRS 


TURGIS POSTURE CHAIR COMPANY + STURGIS, MICHIGAN 
f 


or complete information and the name of your nearest dealer 
Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street Chicago 11, Iinois 
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pany’s buyers. By that time the in- 
formation was obsolete. The new de- 
vice is not a computer but a_ single 
tallying system. Here is how it works: 

An operator at one of the keyboards 
receives an order and presses the proper 
keys to indicate the number of items and 
the catalog classification number. As 
fast as she completes one operation she 
can start on the next because the Speed 
Tally has already processed the infor- 
mation through the magnetic memory, 
added (or subtracted) the items in the 
proper categories and displayed the 
new totals on a visual indicator panel— 
all in less than a half-second. When a 
record of the tally is wanted, a punched 
paper tape is inserted in the tape reader 
unit and the tallies of those items speci- 
fied on the particular tape are printed 
on an adding machine type of paper 
tape. 

Nerve center of the system is the 
magnetic memory developed by Reming- 
ton Rand for giant electronic com- 


puters and many other systems. This 
is a rotating drum with magnetized 
channels around the cireumference and 
along the longitudinal surface. Each 
catalog number has an address on the 
drum where the existing total is regis- 
tered. When the new item is processed 
into the drum, the entire system is 
scanned for its catalog number address 
and the new total is added to the proper 
catalog number. This new total is car- 
ried to the output system and the opera- 
tion is completed by the return of the 
latest total to the address of the cata- 
log classification on the drum, where it 
is ready for the addition of subsequent 
entries. The entire operation requires 
approximately four-tenths of a second 

Since each operation is performed 
in a fraction of a second, the Speed 
Tally is always ahead of any operator. 
Each of the input keyboards is scanned 
in succession and by the time the system 
has run through nine keyboards in less 
than five seconds, the tenth operator will 


THE EASY way 
Kom) 3-31'%0) 1 
OLD PAPERS 


The new “Silver Executive” Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips... 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET . SALEM, OHIO 
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Le Febure 


M-K ADJUSTO 
TRAY-BINDERS ‘ 
and 
Hi-Lo 

STANDS 


Easy edjustable 
stonds mode to fit 
one or more troy- 
ee 2 ee 
EXACTLY! 


Le Febutre 
SORTERS 


SAVE TIME 


SAVE WORK 


SAVE SPACE 


STEEL BANK and OFFICE UNITS 
TO FIT YOUR NEEDS AND SPACE. 


Tray aleleL diate p counter 
[olen 


flel¥lalalale Mi aalelaalial melt. 0) 


units teller units, 


savings tubs, money 
buses rele)¥le)| mE aol elela lay 
files and cycle billing 


rele iaal alt insulated if 


required 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders, 
Stands, Record Handling and 


Housing Equipment. 


CEDAR RAPIDS, IOWA 


have a new entry ready for tallying. 
Under their previous system, when a 
customer’s order came in for a group of 
items, the clerk had to find the correct 
tally book for that catalog number in 
a file of huge books, flip to the right 
page, mark down the entry to indicate 
that the item had been ordered. The 
information then had to be summarized 
for the benefit of buyers and for inven- 
tory information. 

Now if management wants to know 
how many items of a certain type have 
been ordered at the end of the day, the 
operator merely punches the catalog 
number on the keyboard and the total 
is printed on the out-put machine. A 
feature of Speed Tally is the “auto- 
matic 1.” To eliminate the time needed 
to punch the quantity when only one 
item in a catalog classification is needed, 
the operator merely punches the catalog 
number and the machine automatically 
registers a quantity of 1. The Speed 
Tally also can separate tallies in dif- 
ferent groups through the use of a 
category switch. Thus it is possible to 
record 13,000 tallies covering orders 
only, 13,000 covering cancellations, and 
13,000 tallies on current inventory bal- 
ances, giving a total of 39,000 different 
tallies. 





DYSTROPHY 


MUSCULAR DYSTROPHY ASSNS. 
39 BROADWAY, N.Y.C.6 
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FREE -% OFFICE EXECUTIVES 


EAGLE-A’s unique new 


LETTER PLACEMENT GUIDE 


... helps your secretary improve the 
appearance of your letters! Slips into 
typewriter under letterheads... helps 
typist set correct margins and center 
every letter perfectly. Cuts down re- 
typing... saves time and paper. Write 
for your copy and free Sample Kit of 
Coupon Onion Skin-use coupon below, 


eeeevevevev eee 


\ 
i) 
». 
de "4 


h %. 


~ TYPEWRITER 
CRS 


EAGLE-A (6) BOXED 
TYPEWRITER PAPERS 


HingeTop vox 


Exclusive feature... with these fine Eagle-A papers: 


100% RAG EXTRA No. 1 
COUPON BOND 


100% RAG 

COUPON ONION SKIN 
AGAWAM BOND 
AGAWAM ONION SKIN 


75% RAG CONTENT 
CONTRACT BOND 


50% RAG CONTENT 
ACCEPTANCE BOND 


25% RAG CONTENT 
TROJAN BOND 
TROJAN ONION SKIN 
TROJAN MSS. COVER 


SULPHITE PAPERS 
QUALITY BOND 
QUALITY ONION SKIN 
QUALITY MANIFOLD 


TYPE-ERASE PAPERS 
TYPE-ERASE BOND 
TYPE-ERASE ONION SKIN 


NEW! Coupon Onion Skin—for Sample Kit mail coupon 


CLIP THIS COUPON TO YOUR LETTERHEAD 
American Writing Paper Corporation 


Holyoke, Mass., Dept. 0-6 


Send your FREE Letter Placement Guide 
and Sample Kit of Coupon Onion Skin: | 





Machines Let Bank Expand 
While Holding Down Costs 


J. ROBERT SHERWOOD 
Vice President and Treasurer, Suburban Trust Co., Hyattsville, Md. 


UBURBAN Trust Co., a banking 
A instittion incorporated under the 

laws of Maryland and a member of 
the Federal Deposit Insurance Corp., 
is a merger of the Prince Georges Bank 
& Trust Co., Hyattsville, and Suburban 
National Bank, Silver Spring. This 
merger became effective June 1, 1951. 
Serving the metropolitan area of Wash- 
ington through its 12 branches in both 
Prince Georges County and Montgom- 
ery County, Md., Suburban Trust Co. 
has had greatly expanded deposit ac- 
tivity due to the tremendous population 
growth in this area. As an example of 
this growth, let me cite the aggrega- 
tion of approximately $4,000,000 in de- 
posits by the two banks in 1937 while 





1952 deposits were over $60,000,000. 

This expansion necessitated installing 
modern mechanized equipment to facili- 
tate the rapid and accurate handling of 
our approximately 500,000 current 
weekly transactions. Our machines, 
which include National Cash Register’s 
teller’s, savings, bookkeeping, proof and 
general ledger machines, have made pos- 
sible absorbing the steadily increasing 
volume of business our offices have been 
called upon to handle. 

The daily proving of every individual 
deposit and transaction at our two cen- 
tral proof departments in Silver Spring 
and Hyattsville affords a complete con- 
trol and audit over all incoming and 
outgoing items taking place at our 12 





BELIEVE ME! 


SEE-ABILITY with VERD- A- LITE 


\ asians 


In many offices around the country, 
office managers are getting more efficiency 
and happier personnel by switching to 
Verd-A-Lite fluorescent tubes and Verdex 
coated incandescent lamp bulbs. Both tubes 
and bulbs filter out the harsh glare of 
infra-red and ultra violet rays providing 


is our key to office efficiency 


working spaces with soft, color corrected 
white light. Maintenance is kept to a 
minimum because of the built-in quality of 
Verd-A-Ray lamps backed by Verd-A-Ray’s 
liberal written guarantee with each tube 
and starter combination. Write today 
for more information. 


Complete line of standard fluorescent colors available. 


VERD-A-RAY CORPORATION, 


20 


615 FRONT STREET, TOLEDO, OHIO 
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THIS STRIKING PLASTIC BOUND 
PORTFOLIO-PRESENTATION FREE 


Get your personalized edition today—a 
unique and beautiful example of modern 
plastic binding. Packed with illustrated 
facts and ideas. Gives complete applica- 
tion story and cost advantages of the 
GBC Binding System—as proven in 
thousands of progressive organizations 
in every field of endeavor. Here's a 
wealth of timely and important informa- 
tion... absolutely FREE 





plastic bauhd ‘ . a id 


these 2 easy steps: 


Punch sheets and covers of any size or 
weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC bindings—%/4” to 1%” diameter, 


Do PLASTIC BINDING 


RIGHT IN YOUR OWN OFFICE 


Bind all sizes and types of loose sheets 
with compact GBC plastic binding equip- 
ment ...in a matter of seconds. You'll 
add prestige, color, utility, attention- 
compelling appearance and increase the 
effectiveness and life of your literature, 
Pages lie perfectly flat . . . may be in- 
serted or removed any place in book. 


™ GET THIS FREE PORTFOLIO-PRESENTATION... TODAY! 


GENERAL BINDING CORP., Dept. O'9, 
812 W. Belmont Ave., Chicago 14, Ill.§ 
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GENERAL BINDING CORPORATION 
Dept. O-11,812 W. Beimont Ave., Chicago 14, Ill. 


Please send me at once my free plastic bound 
PORTFOLIO-PRESENTATION this includes complete 
prices, applications, and cost advantages. | under- 
stand there is no obligation. 


NAME 
ORGANIZATION _____ 
ADDRESS 
CITY. 








ZONE___STATE___ 
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SAVES DOLLARS 
FOR PENNIES 


because wasted Be... are costly. 


Save money by using smooth-writing 
MONGOL pencils that stay sharp longer 
and require fewer trips to the pencil 
sharpener. Try them and you'll appreciate 
the difference between MONGOLS and 
just ordinary pencils. 


She usiness Pencil 
of the World | 


EDERHARD FABER 


since 1849 


HE Orrice—November, 1953 





branches daily. To the bank officers, the 
daily proving and settling of operations 
and departments has meant vouchsafing 
the integrity and reliability of our per- 
sonnel. The machines have diminished 
employee fatigue as the electrified sole- 
noid key devices are more easily and 
noiselessly operated. 

Depositor’s transactions are more 
readily handled with mechanized equip- 
ment since there is less waiting time at 
the teller’s window, and greater clarity 
and legibility in their deposit receipts. 
The neatly printed statement with its 
complete detail of each transaction is a 
record we take pride in sending out. The 
cleancut appearance of our statements 
contributes, we believe, to the increasing 
confidence our customers have in our 
bank. 

The teller’s machine expedites serving 
more depositors within a given period 
than under our previous system. We 
now have a deposite slip with identical 
information recorded simultaneously on 
both the customer’s receipt stub and 
deposit slip itself by the teller’s machine 
which perforates the customer’s receipt 
for detaching. A journal master tape 
records all incoming and outgoing trans- 
actions which are logged and assimi- 
lated so that at any time in the day’s 


(Continued on page 109) 


Teller entering depositor transactions on a 
National Cash Register teller's machine at 
Suburban Trust Co., Hyattsville, Md. 
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THIN 
PAPERS 


Reduce 
MAILING 
pe eaile 
FILING 


Costs. 


ESLEECK 


THIN PAPE 


Air Mail Bond 
(@)[=Yos role} oh am Opoblo) els) -ahe} 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 
Superior Manifold 
Thin- Ope 


SEND FOR SAMPLES 


ESLEECK 


Manufacturing Company 


Turners Falls, Mass. 





B.C. Allen presen 


Here’s the typewriter news of the year — the ALL-NEW R. C. Allen 
Visomatic with exclusive Visomatic Margin! 
DeLuxe typewriter embodying more advanced features than any type- 
writer on the market today —and yet the price is that of ordinary 
standard typewriters! 


Now you can own a 


Try this All-New R, C. Allen Visomatic Typewriter first. The typist 
whose work demands the ultimate in distinctive appearance will dis- 
cover typing at its very best. 


New, One-Hand Platen Removal 
~~ Touch one lever on the new Viso- 
matic Typewriter——and out comes 
the ploten. Ends ribbon smudge, 
permits fast, easy change of platen. 


% 


Dust-Free Streamlined Housing 
—The vital mechanism at the rear 
of the typewriter is shielded from 
dust ond grime with this new stream- 
lined housing. 


What “‘Visomatic Margin’’ Means to YOU. 


Now, with the New Visomatic Typewriter, the one- 


hand margin 


mechanism is completely automatic. 


Simply touch margin set keys located near carriage 
release keys on either side of carriage and move 


carriage to 


location. Stop indicators show 


exact location on margin scale. Your typing flows 


smoothly, swiftly. 


Full-View Tab Control! Panel 
— Easy-to-reach tob set and tab 
clear keys are at your fingertips. 
You can clear all or any selected tabs 
at a touch. 


New Line Space Mechanism-—tine 
spacing as simple as 1-2-3. Change 
from single to double to triple space 
with instant odjustment, 


Finger-Formed Key Tops—sroader, 
concave key tops with lifetime let- 
fering insure more accurate, faster 
typing. Note larger tab and bock 
space key design. 


. fechas 
Perfect Key Alignment — Every 
scientific means used to insure per- 
fect alignment, uniform key pressure, 
even and uniform impressions. 











, a 











the all-new \/isomatic_ typewriter 


with the sensational, exclusive ““Visomatic Margin” 















OE We ntpe * * 
£ iticcaeea ee c 
* ri! - rien mn 
ony os é ‘ $s Stee sg % Re 
pee mame, i cea? 
- * : : 
S2.. H" re, 
a! 8 f emmeine, 
a Re 
‘ 
Rte . 
g 8c 
= 
t 
bed 6 t 
ian 
“f ’ 
' ' 


is 


t 
\ 
" 
" 
' 
t 
Si _ RRR. ater 
2 RRR SS. 


bat 
e é , ; 
e - : 
< “ : 
Z - 5 
Fs aaa -* & 
' ‘ 





700 LINE 


Finished in Smart New Colors! The Typewriter Value of the Year! 

The new Visomatic Typewriter is finished in the new Feature for feature, the R. C. Allen Visomatic type- 

eye-easy Mist Gray shade to blend perfectly with your writer gives you more for your money .. . more daily 

office decoration. Also available in distinctive Cocoa typing output . .. more typing accuracy ... more 

Velvet or traditional Cool Green when specified. speed .. . more typing ease. Let the Visomatic prove 
itself in your office. 


Write for full details in colorful FREE literature today! 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Mich. 
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e J radition is not just 
born. Upon markets as upon 
nations, it has to grow. 
Whereas, today, American 
business regards PANAMA- 
BEAVER Ribbons and Carbons 
as traditionally fine — 
they did not get that way 
all of a sudden. Rather, 
their prestige evolved 
through decades of careful 
planning and production. 
Their steadfast quality and 
staying properties merited 
—and won—a ‘air repute 
which we shall guard, what- 
ever comes. No, you cannot 
buy tradition . . . yet it is 

lout b yours as a bonus, free with 


se every PANAMA.BEAVER 
d Yice officee MY, purchase. 


A, 


a7 


PANAMA-BEAVER 
tobind’” White 


Coast to Coast Distribution 


MANIFOLD SUPPLIES Co. 
188 Third Avenue Brooklyn 17, N. Y. 


Qyimaets hi 


Peaelosteieyy| 





copies anything- | 
IWSTANTLY 


Remember the many precious work- 
ing hours lost in your office this 
month when additional copies of in- 
coming correspondence, important 
forms or art work suddenly became 
necessary? The typing, proof-reading, 
correcting—and the money it cost? 


You can change all that with the 
Cormac—a compact, fully automatic 
unit, manufactured in the United 
States—which gives perfect, DRY, 
inexpensive facsimiles of anything! 


As with the typewriter and the cal- 
culator, the copy machine has rapidly 
become accepted standard business 
equipment. It can do jobs that were 
never before practical within the of- 
fice. It's a ‘must for any up-to-date 
organization. 


@ Practical—Copies when wanted! 
® Economical—Copies cost pennies! 
@ Fast—Copies in 19 seconds! 
@ Simple—No experience required! 
@ Versatile—Copies anything! 
Why not investigate the Cormac gaia vite er ere 
today? Your own office equipment @ Clean—No ink, no stain! 
dealer will be glad to show you how @ Attractive—Modern design! 
the Cormac profits every office, plant 
or shop. Or, write direct to Cormac. “ 




















. i 

4 Cormac —— Inc. MUrray Hill 2-5964 ! 

+ 42 St. 

1 41 Eas Y 
| 
| 
i] 


pave - ave literature, and free 
1 oe ormac descriptive litera 


s As A Shortcut in Pu 


Please RUSH c blic Relations. 
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Dealer Inquiries Invited - 
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SHOCKING \\ 


There’s nothin’ like color to stop 
’em cold and get ’em reading. 
And there are no better colors 
(for stopping) than the wide 
range of attention-compelling 
hues in Eastern office duplicating 
machine papers. Pinks, blues, 
greens . . . a whole rainbow to 
choose from. 

And whatever Eastern paper 
you choose, you’re assured a pa- 

r that will run well, look well, 
ani a quality feel... and, gen- 
erally, make life easier and office 
duplicating work better. 

Try it for whatever process you 


use. There’s an Eastern paper 
especially engineered to deliver 
top performance and clear, clean 
impressions. 

Eastern makes the following 
seven papers for office work: At- 
lantic Duplicator, Atlantic Bond, 
Atlantic Mimeo Bond, Atlantic 
Opaque, Manifest Bond, Mani- 
fest Mimeo Bond and Manifest 
Duplicator. 

For sample Sheets or Packets, 
ask your local Eastern paper 
merchant or write Eastern Cor- 
poration, Bangor, Maine. 





sd EASTERN 
ATLANTIC BOND QWs PAPER D 





MADE BY EASTERN CORPORATION * BANGOR, MAINE 
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NCE coo 7 PRECISA 


EXCLUSIVE RECALL 
KEY IS THE GREATEST 
ADDING MACHINE AD- 


MULTIPLICATION aw eas 


DOUBLE AND TRIPLE CIPHER KEYS 
OR SINGLE CIPHER BAR 


PRECISA 

ENGINEERS WORK 
WITH ONLY ONE GOAL 
IN MIND: TO BUILD 


EYE EASE GREEN FINISH . 3 THE WORLD'S BEST 


ADDING MACHINE 
FINGER EASE KEYTOPS 


MODERN DESIGN 

COMPACT 
THE PRECISA 18 
WITHOUT EQUAL. 


CALL TODAY FOR A 
DEMONSTRATION TO 


. 4 a See : \ SEE FOR YOURSELF 
CAPACITY CHOICE: Gs . SEE FOR YOURSELF 


8 TOTAL 9 $f . 4 j GINEERS HAVE DE. 
10 TOTAL 11 : J / VELOPED FOR YOU! 


ALL ELECTRIC 


WORLD WIDE SALES 
AND SERVICE QUALITY . INTEGRITY 


PRECISA CALCULATING MACHINE CO., INC. 
375 WEST FOURTH SOUTH, SALT LAKE CITY, UTAH = P. 0. BOX 1557 


EASTERN DISTRIBUTOR: Business Products Corp., 210 Fifth Ave., New York 10, N. Y. 
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BIND ‘EM TO FIND ‘EM! 





HE answers to safe filing, easy finding, no lost or strayed letters, orders, 
plans, invoices or reports may all be summed up in the famous slogan 
“Acco-bound papers are safe papers”. 


Accobind Folders will rid your files of soft folders, scattered papers, loose 
sheets, pins and clips. They’ll save time, temper, money. They’ll bring you 
security, system, efficiency. 


Accobind Folders are made of durable pressboard, usable for years. Sizes 


available to meet every need. Ask your stationer to show them to you now. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 














FASTENER 
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Now...IBM ELECTRIC FORMSWRITER HAS 


NEW PIN FEED PLATEN 


giving you both extra carbon economy 
and accurate registration of forms 














Here is great news for every user of multiple- 
copy continuous forms! IBM’s new Pin Feed Lift 
Platen enables you to use marginally-punched 
continuous forms, assuring accurate alignment 
from line to line and set to set, while enjoying 
the speed and carbon paper savings of the IBM 
Electric Formswriter. 














INTERNATIONAL BUSINESS MACHINES + 590 MADISON AVENUE, NEW YORK 22, N. Y. 
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ADDO-X 
plus SML . 


here’s a plus that will 
really send your sales! 


Bove since the introduction of the 

new ADDO-X with STEP-O-MATIC 
MULTIPLIER LEVER* — the exclusive plus 
feature that eliminates Finger Fatigue and 
speeds up multiplication — ADDO-X sales 
have literally soared. And no wonder, 
when you can offer your customers automatic 
clearance of Keyboard after multiplication, 
precision-built mechanism, and error-proof 
design — all at no extra cost! 

ADDO-X is now being pre-sold to top 
management in leading trade and 
business publications. 

Write for new, descriptive literature today! 


* STEP-O-MATIC MULTIPLIER LEVER 


Peee: 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 
Exclusive one ea Seat Adding Machines 
d ti - awe Mimeo Machines 
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all perfect copies... 


They mimic Mama to a quack! Just as every carbon copy 
(even the last!) that you make with Queen Carbon Paper 
duplicates with remarkable clarity the original message— 
time and again! Queen has dedicated itself to producing the 
ultimate in duplicating materials; in our laboratories 

great strides are being made to perfect them still 

further. That’s why you can count on Queen to 

bring you the /atest developments first. Follow 

America s business leaders to increased 

office efficiency with Queen! 


ASK YOUR PURCHASING AGENT TO SEND ] 
FOR FREE SAMPLES OF QUEEN QUALITY Aqueen 
CARBON PAPER available in 4 weights RIBBON & CARBON CO., Inc. 


and finishes for all business needs. = £ L™ 11 


Manutocturers of: INKED RIBBONS, CARBON PAPERS, MASTER UNITS, CARBONIZED ROLLS, SPIRIT and HECTOGRAPH DUPLICATING CARBONS 
FACTORIES: Garden City, New York * Chicago, Hlinols * Atlanta, Georgia 
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EASIER TO USE! COSTS LESS! 


(44 W-2 FORMS ror 1953 














“I! your wages were subject to 7.1CA taxes, 
but are not shown above, your F1L.CA wages 


TION,” but not more than $3,600. 











A SIMPLE “SNAP-OUT” MOTION INSTANTLY SEPARATES FORMS & CARBONS 
Original and Duplicate Remain Attached Withqut Carbon. 


6 SETS TO A STRIP 


CARBONIZED IN QUADS, 
QUINTS AND SEXTUPLETS 


Tailor-made so that Federal, 
City and State Forms can be 
prepared in one operation. 
e 5- and 6-part forms in- 
clude special copies for 
various states and cities. 


Special 5-part forms for 
New York and North 
Carolina include 1.B.M. 
Cards required for those 
states. 


WE GUARANTEE 
That our W-2 Forms will be 
acceptable by the Treasury 
Department until January 
31, 19054. 14 tox taws 
change we will overprint 
or replace AT NO CHARGE 


to you 





1619 WALNUT STREET 
PHILADELPHIA 3, PENNA. 


S-K AND CAHILL LABOR SAVING ACCOUNTING FORMS 
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Dupli 


-Vaice 


The Only Dictating and Transcribing Machine 
with ALL these features for 
Higher Office Production at Lower Cost! 


MAGNETIC RECORDING—true voice fidel- 
ity. 


REUSABLE BELTS—belts can be reused an 


indefinite number of times. 
PORTABLE—weighs only I! Ibs. 


SMALL SIZE—uses desk space only 5!/2" x 
10". 


SELF-EDITING—erasing feature permits dic- 
tator to make own corrections. Immediate 
and complete erasure of entire message with 
erase bar. 


FINGER TIP CONTROL AT MICROPHONE 
—forward or reverse. Transcriber has com- 
plete backspace or reverse control. 


SIMPLICITY OF OPERATION. 

TUNING LEVER for perfect reproduction. 
VOLUME CONTROL. 

TONE CONTROL. 

EASY MAILING in No. 10 envelope. 


BELTS IMPERVIOUS to atmospheric and tem- 
perature changes. 


REPLAY BELTS repeatedly without picking up 
static or breaking down in fidelity. 


LOW PURCHASE PRICE — ONE YEAR 
GUARANTEE. 


Is it any wonder that the DUPLI-VOICE is the most 
talked about dictating equipment on the market? 
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Dupli-Voice 3-in-1 Operation: 
1. DICTATE 
2. EDIT 
3. TRANSCRIBE 


WE ARE 
ESTABLISHING 
SALES AND 
SERVICE ON A 
NATIONAL BASIS. 
DEALER INQUIRIES 
ARE SOLICITED. 


DUPLI-VOICE 
COMPANY 
ALGONQUIN 

ILLINOIS 
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BY 
$¥2 


5 


CHECK THESE FEATURES 


@ Heavy gauge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots for bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 
office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 
office appearance. 


@ Shipped fiat. Assembles quickly and easily. 


@ Stackers on bottom form feet for sanitary base. 


SOLD ONLY ON A MONEY BACK GUARANTEE 





Phantom view shows how one unit stacks 
on top of other with factory applied 
steel side-plates and steel stackers 
making sturdy steel shelving as high 
as desired. 











No. 511 LETTER SIZE 


Inside Drawer Dimensions: 124%” x 1042” 
x 24” long. 
PRICE, CARTON PRICE, 
H EACH 


A 
$4.90 
5.35 


ZONE |... 4 
ZONE 2.... 5.15 

5.40 
PACKED FLAT—6 to CARTON, Wt. 48 
Ibs. Unit consists of four pieces, shell, 
drawer and two steel stackers. 


Write for details on Check Size, Legal 
Size and Conversion Units for Vouchers 
and Ledger Cards. 


BANKERS BOX CO. 


720 S. DEARBORN ST. 
CHICAGO 5, ILLINOIS 
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TRAPPED?...IN A MAZE OF PAPERWORK' 


ORDER-BILLING SYSTEMS SPECIFICATIONS 





REPORTS BULLETINS © 


Get out of the Maze —Let OLD TOWN 
Single Print Method minimize and 
streamline your paperwork! It’s the di- 
rect road to routine business form effi- 
ciency—gives you a uniform, machine- 
perfect system that is infallible — 
eliminates the confusion, wasted time 
and costly errors of obsolete re-write 
methods. 


For speed, accuracy and reduced costs 
in all your paperwork use an OLD TOWN 
Spirit Duplicator — makes 140 perfect 
copies a minute from a single master 
of anything that you can write, type, 
draw or print. Get the FREE facts TODAY! 


Town cory MAKES 


Has ALL the usual every firm's requirement. Manufactured to the 


There’s an OLD TOWN Copymaker to meet 


Dupli same high standards that make OLD TOWN 
d cYcLo A . Carbons, Ribbons, Equipment and supplies 
Sealed P ges H world renowned. 
oroncmgy endo lifetume. © SOLD TOWN CORPORATION Dept. O-1! 
' +750 Pacific St., B’klyn 38, N. Y. 
: Gentlemen: Please send me complete details on the Old 
t Town Spirit Duplicator Methods. 


: Name 
s Address 


: DEALERS: Year after year profits with an 
: OLD TOWN franchise. Write for Details. 
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when The DENOMINATOR 
is on the Job! 


Are you interested in increasing efficiency and 
reducing lost motion in your office? Are you constantly on the lookout for the 
answers to such questions as... How many?...How often?...How much?... 
Why?...Where? 


The DENOMINATOR will count, tabulate and record each operation quickly 
and accurately—and 
& keep track of the figure 
a) facts of your business. 
Simple to operate, 
small in size and amaz- 
ingly economical! 











For detailed informa- 
tion write Dept. OM-13 12 Unit—2 Step Denominator 


nm Denominator Company, 


261 BROADWAY. NEW YORK 7, 


Manufacturers of Tabulating Machines for over 35 years 
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“In 40 years experience I've never seen 


anything to compare with Clary” 


Says: 


H. H. MARLIN 


Bloomington, 
Indiana 


“I've found that business people who take 
the time to compare adding machines on 
the basis of work-output, quiet operation, 
appearance and keyboard design nearly 
always buy the Clary. 

“In these days of fast-paced business, people 
need and want speed. Being the world’s 
fastest adding machine, Clary gives them 
that. And Clary gives them the best thought- 
out keyboard on the market to take advan- 
tage of this extra speed. 

“Believe me I’ve seen some cluttered key- 
boards in my day but Clary’s keyboard is 
simplicity itself. Each motorized control bar 
has just one job to do. This makes for less 


OVER 100,000 BUSINESSES USE 
CLARYS TO DO THEIR WORK FASTER 
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, 


confusion and cuts costly mistakes. Clary’s 
exclusive Thumb Add Bar works like the 
space bar on a typewriter. Anyone can enter 
whole items with one stroke, keeping thumb 
on the add bar while depressing keys with 
all four fingers. Even beginners get work 
out up to 48% faster. 

“And say...next time you see a Clary... 
look for the correction key. It’s the smallest 
... for a very good reason” 

See for yourself how Clary will do your 
work faster... quieter... easier ...to save 
you both time and money. Just fill out the 
coupon or call your Clary representative. 
He’s listed in your phone book yellow pages. 


Clary Multiplier Corporation 
San Gabriel, California 


Please send me full information about 
Clary Adding Machines. 


Name 


Address 


City 


ajenansiaiahiniomens 











Rotary Hand Crank Addresser 


Addresserette 


DEALERS! 


The Elliott Addressing Machine 
Company has recently allowed dealers 
to sell the Elliott Addresserette ...The 
lowest price, tray loaded, card index 
addressing machine in the world. 
And now, for these same dealers, 
Elliott has put into production this 
Rotary Hand Crank Addressing 
machine which feeds the same size 
Elliott address cards and at least triples 
the speed of the Elliott Addresserette. 


40 


Any standard typewriter will stencil 
Elliott address cards as fast as it could 


type names and addresses on envelopes, 
and each Elliott address card is guaran- 
teed to print 10,000 addresses. 


Please send credit references with 
your first letter to 


. ADDRESSING 
MACHINE CO. 
G-199 Albany Street, Cambridge 39, Mass. 
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@ GESTETNER 
DUPLICATING INK 


Write @ MECHANICAL 


NEGATIVE STENCILS 
@ NYLON RIBBONS 


Klean-Write Gestetner paste ink is now supplied in 
attractive lithographed direct feed tubes...no 
adaptors necessary... the tube screws right into the 
machine. Sharpest, cleanest write of any Gestetner 
ink on the market! 





Klean-Write mechanical negative stencils come in 
orange or green and can be used with any photo- 
sensitized piate, Absolutely repel all light, produc- 
ing perfect plates. The cheapest wey of making 
negatives for plates! 





Klean-Write nylon ribbons, the “nylon with ab- 
sorbency,” are extra sharp writing and extra long 
wearing. Produced for all makes of typewriters in 
a variety of colors. In addition to the record rib- 
bons, the nylon black offset is tops in its field, 
producing copies on offset paper plates equal to the 
finest carbon ribbons! 


The Frankel “team” 
boasts a balanced 
line and backfield 
of stars in the 
duplicating supplies 
league! Be smart... 
team up with 

the “Frankel 
All-Stars!’ 





There are still a few exclusive territories available. For further information, write us direct. 


FRANKEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD. * DENVER, COLORADO 
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SPEED-O-PRINT 
Worlds Finest Duplicators 


AT THE 


Worlds Lowest Prices 


Liberator 300 
Electric 


STENCIL DUPLICATOR 


$3495 


(PLUS EXCISE TAX) 
Truly the finest in Duplicating equipment. A 
machine for hairline registration—with heavy 
duty standards. Inspecf its operation and you'll 
find it is truly the World's Finest Duplicator. Avail- 
lable in futuramic grey or black wrinkle finith 
with open cylinder automatic dual brush inking 


NEW 1954 MODEL 
Liberator 200 
Wanual 


AUTOMATIC FEED 
£77950 
(PLUS EXCISE TAX) 
New ond greeter engineering developments 
te an already famous model. The quietness 
aod eose of operation gives this heirline 


registration duplicator a newer high in siand- 
ards to be found only in the Liberator 200. 


NEW 1954 MODEL 


Liberator 100 
Wanual 
AUTOMATIC FEED 


#73950 


{PLUS EXCISE TAX) 


SPEED-O-PRINT 
Corporation 


BEAUTY 
DEPENDABILITY 
PERT ORMANCE 


SAVES TIME — SAVES MONEY 


Reproduces forms, letters, bulletins, 
memos, post cards, manuals. in fact, 
anything that may be drawn, 
— or one ym 


A duplicator “hes | 
tested to millions of 
a aod Pe 
POST CARD TO LEGAL SIZE 


180) W. LARCHMONT AVENUE—CHICAGO 13 
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the advantages of 


¢ carbon paper 
¢ inked ribbons 





¢ carbonized rolls 
UNDER é , 


YOUR OWN 


BRAND NAME 
— 


Mr. Dealer ... How many trade- 
marked brands of Carbon Paper, 
Inked Ribbons and Carbonized Rolls 
can you think of? Dozens?... and 
the manufacturers of these brands 
are all advertising and promoting the 
sales of their OWN products in your 
territory. 

But here is the opportunity to push 
YOUR OWN BRANDS... and cash 
in on repeat sales from your cus- 
tomers for many years. 

Join the dealers who are benefiting 
from the H. M. Storms Company 
PRIVATE BRAND PROGRAM .. 
packaging and imprintin UNDER 
YOUR OWN BRAND NAM Car- 
bon Paper, Inked Ribbons and Car- 
bonized Rolls .. . placing the sales 
and distribution of these products 
under your exclusive control. 

THE H. M. STORMS COMPANY has 
been providing this service to the 
dealer trade for more than half a 
century. STORMS can help you too! 
Use the coupon for complete details 
of the STORMS plan or write on 
your letterhead to Department O6. 


Manufacturers of the 
Complete Line . . .That Stands 
the Test of Time 


STORMS COMPANY 


STORMS BUILDING 
BROOKLYN 38, NEW YORK 
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r------F-- 


H. M. STORMS COMPANY 

Storms Building, Brooklyn 38, nr. 

Gentlemen . 

We cre interested in the STORMS PRIVATE BRAND PROGRAM. 
Please send us complete information end somples 


Name 





Compony Nome 





Address 











it’s not just a wastebasket 
it’sa... 


VUECOT vn 


TRADE MARK 


When you buy Vul-Cots, you are getting 
more than a mere receptacle for holding 
waste paper. You are buying economical 
waste handling, for years. Every Vul-Cot you 
purchase carries with it a 5-year guarantee. 
Cut your maintenance and replacement costs 
—end your waste handling worries now— 


just say Vul-Cot. 


Square Top—2A 


The two Vul-Cots illustrated are space savers. All Vul-Cots are 
made of hard vulcanized fibre, they look better and last longer. 
Colors do not chip off; double rolled tops do not break. They are 
light-weight, noiseless . . . exclusive bonded seam construction gives 
added strength. Vul-Cots do not crack, splinter, dent, rust or cor- 
rode. Standard colors: maroon-brown and olive-green. Write today 
for catalog price sheet—Dept. O-11. 


For Sale by Stationers and Office Supply Houses Everywhere 


NATIONAL VULCANIZED FIBRE CO. 


Wilmington + Delaware 
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ELECTRIC AND HAND MODEL: 

CAPACITIES - 8B LIST 8 TOTAL. = 9 LIST TOTAL 11 TOTAL 
DIRECT SUBTRACTION 

CREDIT BALANCE 

SEMI-AUTOMATIC MULTIPLICATION 

SHORT-CUT MULTIPLICATION 

DISCOUNTS 

ADDED PERCENTAGES 

AUTOMATIC TOTALS & SUB TOTALS 

UNIVERSAL MOTOR AC & DC 


POT ALIN 6 scrcser poring / 


DISTRIBUTORS IN USA 


ee oe ee On OO nn ae ee See - 0 een: a. mene) 833 BROADWAY 
NEW YORK 3 N.Y. 


ns Oe Oe aan WEST RELIABLE TYPEWRITER & ADDING MACHINE CO. 
303 WEST MONROE STREET - CHICAGO 6, ILL. 


A, me Ol lo 0 ee On OW it ow WOE 2el- 2. 18 \ TYPEWRITER EXCHANGE 
1260 WEST 2ND STREET-LOS ANGELES 26, CALIF 


For other Countries apply to 


FABBRICA ADDIZIONATRICE ITALIANA S.A. - VIALE UMBRIA 36 - MILANO (Italy) 
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BECAUSE IT 

WON'T TIP OVER 

AND WON'T VIBRATE 

IT'S: THE BEST OFFICE 
MACHINE STAND AVAILABLE 


FOR FURTHER DETAILS... 
Write .. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 
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BUY 
CARBON PAPER FOR THE TROPICS 


that is made to be used in temperatures 
of 85 to 100 degrees Fahrenheit 


(without rollmarks or smutting.) 


Where it is necessary to use 
carbon paper in the tropics, USE 


KEE lox, DRI KLEEN CARBON. 
CLEAN IN ANY TROPICAL TEMPERATURE 


NO SOILED CLOTHES, 
CLEAN RECORDS, 
NO INCONVENIENCE, 
BUT 
PERFECT EFFICIENCY. 





MANUFACTURED IN 4, 5, 6 AND 8-LB. WEIGHTS 
Genuinely BONE CLEAN. 





Will be pleased to send Samples Free. 
EXTRA discount to Foreign Buyers. 


KEE [OX, EXPORT DEPT. 


ROCHESTER 1, N.Y., U.S.A. 








Tu 


E OFFICE 
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Plan for better business... with 


Office equipment you can really sell . . . Security CRESTLINE. Design, 
workmanship, efficiency, planning . . . point for point CRESTLINE Office 


Furniture meets every specification of even your most exacting customer. 


“There is nothing finer”. . . that idea which 
introduced CRESTLINE is still as true today. 
It is the strongest sales tool in your salesmen’s kits. 
In CRESTLINE you have a product that 
can be solidly sold. 
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MONROE makes News with 
a NEW Big-Profit-Maker for Dealers 


The NEWEST, Finest 10-Key Adding Machine of them all! 


Here’s a profit-making combination you can’t top anywhere in business machines—Monroe prestige 
coupled with the newest, finest 10-Key Adding Machine on the market. Now, with the Monroe name 
to go with the big and growing demand for 10-key machines, dealers have that great, extra profit 
opportunity that comes only with an important new development in the field! Start adding extra 
profits with the Monroe 10-Key Adding Machine now. 


eee ST eee 


Monroe Calculating Machine Company, Inc. 

P.S. The new 10-Key is an able running mate to | Dealer Sales Division, 555 Mitchell Street, Orange, N. J. 
Monroe's complete line of adding machines Tell me how ! can cash in with the popular, fast-selling Monroe line, 
and calculators. If you re not already cashing NAME 
in on this fast-selling line, now's the time to 
investigate. Monroe is your big profit oppor- COMPANY 
tunity in the business machine field. sreeer 


MONROE CALCULATING MACHINE COMPANY, INC., Orange, N. J. city 
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How much stock 


does it take == 
to doa vod == 





This Much with the Line 














This Much if You Carry 








carbon paper business? 


It all starts with Flagship’s revolutionary metallic back... This important patented de- 
velopment, which gives Flagship fine working, handling and lasting qualities, also give 
it versatility never before found in carbon paper. And it is this versatility that can mean 
carbon paper volume —and profits— you never dreamed of. For now, instead of stock- 
ing a different kind and price class for almost every customer, you can please your most 


* Flagship is curl-proof, 
not just curl-resistont 

* Flagship's metallic bock 
meons extra weer, easier 


handling 


* Flagship mokes sharp, 
permonent copies 


* Flagship allows smudge- 


less erasures 


discriminating customers with a single brand! That’s some- 
thing to rock the carbon paper business. But mark these 
points as well: 


© Flagship’s pigmentized carbon formula, its absence of dye and 
smudge, give your sales staff something new to talk about, And 
because the Flagship line is easier to understand and explain — 
it’s easier to sell. 


® Flagship’s rememberable look —its one and only metallic back 
with the silvery gleam — establishes itself unforgettably in your 
customers’ minds. They become your carbon paper steadies. 


® Flagship’s home office and road staff stand behind you with expert 
merchandising counsel and sales aids that really sell. And still there’s 
more! For the whole story, write today! 


General Offices and Factory: 165 Duane Street, New York 13 


ALLIE CARBON AND RIBBON MANUFACTURING CORPORATION 
Western Office & Warehouse: 3404 So. Main, Los Angeles 7 
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**EBasy View'’ curved 
window shows each 
amount rung up. 


New ribbon printing me- 
chanism provides single 
and double cash receipts: 
one for your customer, 
one for your records. 


**Greased Lightning" 
push button operation 
with keys scientifically 
designed and bered 
for minimum finger and 
eye fatigue. 





A masterpiece of stream- 
lined design with gleam- 
ing enamel finish, 
chrome plated rust-re- 
sistant trim. 


THE REGNA 

1S THE MOST 

Here at last poe all-purpose BEAUTIFULLY DESIGNED 
machine specifically designed for CASH REGISTER TODAY! 


those small and average-size merc!.ants 

who comprise the bulk of your volume market! 

A machine so versatile, so magnificently engineered and designed, it's destined to tolly up the 
biggest sales record in your experience! Exaggeration? Just compare Regna feature for feature, 
price for price with any other similar machine on the market today. You'll be convinced that 
with Regna you have the trump card, the shot-in-the-arm your business needs! 


Nationally advertised to millions of retailers in every field... 
fully backed with dealer promotional material. Easy 
time-payment plan for your customers. NA 
GET ALL THE FACTS cage hp 
L IN COUPON NOM 


FIL 
Regna Cash Registers, Inc. 


l 
175 Fifth Avenve New York 10, N. Y. | 


Gentiemen: 
Please rush more information on the new Regna and tell me | 


how | can become a Regna dealer. 
Nome. - | 
: Company 
| Address | 
City. Zone. State. 

















ints ce <a i “in ln Sabai cael di adda ead edn aa Wa 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 














MONT ne: 


21 WEST STREET, NEW YORK 6, N. Y. 














TELEPHONE HANOVER 2-5425 
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With new deductions cropping up all the 
time, getting out the payroll has become a 
head-spinning business . . . and often an in- 
terminably slow job. 

Your simplest—and by far your most 
economical—way to get the job done fast 
is with the McBee Payroll Poster. 

Whether you have 30 employees or 3,000, 
the Payroll Poster gives you a complete rec- 
ord for each employee—from check to 
journal to the individual employee’s record 


nti 


Take the daze out of paydays with MeBoe Payroll Foster 


card—all in a single writing. 

By telescoping three steps into one, the 
Payroll Poster saves time and reduces the 
possibilities of error. You don’t need spe- 
cially trained operators. Checks and forms 
are custom-fitted to your requirements. 

The McBee man near you can give you 
a simple demonstration of the system so 
many firms in every kind of business are us- 
ing to speed today’s complex payroll work. 
Ask him to drop in. Or write us. 


McBee Payroll Poster reels off payrolls for companies like: 
Certain-teed Products Corporation * The Sherwin-Williams Company 
Kaiser Aluminum & Chemical Corporation * Stokely-Van Camp, Inc. 


Sole Manufacturer of Keysort— The Marginally Punched Card. 295 Madison Ave., New York. 
Offices in principal cities. The McBee Company, Ltd., 11 Bermondsey Road, Toronto 13, Ontario. 
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RO SE know-how’. 


4 


makes a world of DIFFERENCE Jee 


Really scientific achievement is considered 
accomplished only after timeless research 

. and indefatigable testing. ROSE 
Products are produced that way! Labora- 
tory tested . .. proven . . . dependable. 
Rose Products are dependable because 
they rank highest in performance and 


satisfaction. 


Specialists in the manufacture of: 


MASTER UNITS (Plain and Printed) 
SPIRIT CARBONS 

HECTOGRAPH CARBONS 
Hektowriter Rolls 

Also Duplicating Fluid and Hand 


SF risen ano canvas 
Gis MANUPACTURING C0.,1NC. : 


General Offices and Factory...Harrison, N. J. 
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With the very first job you run a 
Mercury-Lith Rollers and ‘sarge 
_ or Mercury-Graph Rollers—you 


RAPID ROLLER tompany 


FEDERAL AT 96TH emeago ee: 


MERCURY-LITH ROLLERS AND BLANKETS 
for Multilith printing machines 
a eee 
MERCURY-GRAPH RCULLERS 
for Multigraph duplicating machines 
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More than 10,000 Olivetti Fully Auto- felivettll 
matic Printing Calculators are now 
helping American business reduce 
figure-work costs, by providing fully- 
automatic calculator features combined 
with high-speed, high-capacity adding, 
subtracting and listing + a permanent 
record of all calculations and results, 





on the printed tape + automatic credit 
balance and combined-operations fea- 
tures + remarkable dependability. No 
specialized operator training required. 


Ivrea, site of Olivetti’s largest factory 

and international headquarters, lies at 

the foot of the Alps in northern Italy. It 

. . is considered one of Western Europe's 
{i i b ¥ e t t t best-planned communities, with archi- 
tecturally noteworthy homes, apartments 

and schools for Olivetti workers. Other 

Olivetti factories are in Turin, Massa, 

Naples, Barcelona, Glasgow, Johannes- 

burg and Buenos Aires. Now 420 

Olivetti dealers in the United States sell 

and service Olivetti calculating ma- 

chines. For information, write to 


Olivetti Corporation of America, Dept. 
U, 580 Fifth Avenue, New York, N.Y. 
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See How OZALID Copies 
Speed Order Handling! 





Ozalid copies are slashing costs by 
eliminating retyping . . . proofreading 

. costly errors! The efficient, desk- 
top Ozamatic machine makes direct 
copies of order forms, letters, invoices, 
charts or practically anything typed, 
written or drawn on ordinary trans- 
lucent paper. Your first copy is ready 
in seconds —clean, dry and ready-to-use 
—or up to 1,000 copies in an hour at 
a cost of 112¢ each! 











Ozalid Copies of Original Handwritten Order 
Speed Up Work in All These Places! 


= 


Stock Room for filling | Customers, in acknow!l- | =-—>} Accounting Department, 
orders for shipment. = edgment of orders = for accounts 
receivable files. 





Shipping Department, Billing Department, Send coupon for full details, or call 

ir nadie lies for pte ems re the Ozalid distributor listed in the 

and labels. = classified pages of your directory 

under Duplicating Equipment 
and Supplies. 3 


~_— 
Inventory Control Sales Department, | 
Department, for on ~. +f for record of sale. , 
: ie €nera] ili ; 
up to date record. : Johnson Ching & Filan Corp 
| Gentlemen: Ple shee 
0N On your Or 
Name 


Company | ; on | 


ase send me 
amMatic Mach 








full informa- 


' ine. 


Cut Copying Costs... use Position 


| Psion. ae | 
check ¢} 7S | 

@) y A A L j D 7 | terest: the Application Of Greatesr In- ] 
l 


L QD General QO Accounting 
—— Order Handling 
— a 


Johnson City, N. Y. A Division of General Aniline & Film Corporation. — oe ee eo 
"From Research to Reality.’’ Ozalid in Canada — Hughes Owens Ltd., Montreal 
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COLITHO BUSINESS SYSTEM 
SLASHED ORDER HANDLING 
COSTS FOR CONSUMERS 
COOPERATIVE ASSOCIATION 


=e 
sec 


. 
* os 


Wherever paper work requires more than 
one legible copy, a Colitho Business Sys- 
tem can be used to speed the operation, 
eliminate transcription errors, and cut 
clerical costs. Colitho paper offset dupli- 
cating plates, plain or pre-printed, can be 
incorporated in single, multiple part, flat 
pack or roll forms. Colitho Business Sys- 
tems provide for variables and blockouts, 
deletions or additions. Partial informa- 
tion can be added at any time. All busi- 
ness paper work lends itself to simplifica- 
tion through a Colitho System.* 

Regardless of the kind of business you 
are in, Colitho Systems offer time and 
money savings in purchasing, manufac- 


58 


' Increased sales 
Cut billing time one-third 


Reduced clerical costs 15% 


4 


turing, distributing, selling, billing and 
accounting. For more information, write 
to us! 


*Where spirit duplicating equipment is 
used, the same results can be obtained 
with a Columbia Ready-Master System. 


Colitho Division 


CoL_uMBIA RipBpon & CARBON Mre., Co., INc 
6011 Herb Hill Road, Glen Cove, New York 


OFFSET DUPLICATING 


PLATES AND SUPPLIES 
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EXECUTIVE'S MANUAL, Minnesota 
Mfg. Co., St. Paul, pp. 16, Free. 
Describes successful photo-offset print- 

ing and processing procedures for inter- 

nal printing or duplicating departments. 

Plans are given for the most efficient 

operation of a self-sufficient printing de- 

partment and cover shop layout, type of 
personnel needed and procedures prac- 
ticed in both large and small firms. 


Mining & 


WOMEN AS WORKERS, STATISTICAL GUIDE, 
Government Printing Office, Washington, D. C., 
pp. 112, 50 cents. 


Statistics presented in tables and 
charts with a brief analysis of data on 
women workers from 1940-1953 by occu- 
pations, industry and class of worker, 
unemployment, turnover and length of 
time on job, age, marital status, part-time 
employment, income and education. Ask 
for Catalog No. L 13.2:W 84/29/953. 


PENSIONS 41ND PROFIT SHARING. Bureau of 
National Affairs, Washington, pp. 272, $5.50. 
This work was compiled by two attor- 

neys, three actuaries, a consultant, and 

the manager of an employee benefits 
service department, along with BNA’s 

staff. Although the subject includes a 

mass of technical and legal details like 

statistics, taxes, ete., the book is written 

in terms that can be understood by a 

layman. Each subject is covered by a 

specialist and includes financing, taxes 

and legal aspects, pension costs, human 
relations, bargaining and administration. 

While the book retains many of the fea- 

tures of the ‘‘Handbook for Pension 

Planning,’’ its expanded scope should 

make it more valuable as an up-to-date 

guide for executives. 
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Trorrett 
BI92E Electric Printing Calculator 


barrett 


TEN-KEY PRINTING CALCULATORS 





ADDING AND LISTING 
DIRECT SUBTRACTION 
MULTIPLICATION 
DIRECT DIVISION 
The two models shown here, the Barrett Electric B1921 
and the Barrett H and Model B192, are designed at ve 
fotl 


have many ex¢ lusive features, prec isioned by Monoty pe. 


’ ! 7 
machine h continuously——for years to come 


urs 


wn 
and 


per 


Dials visible at all times and all calculations are sh 
on printed proof. Special Multiply Key, 
eee simple as adding. Transpare nt I 
cutter for complete visibility. Items 
and totals up to 9,999,999.99 


as easy 


BARRETT ADDING 
= MACHINE DIVISION 


Lanston Monotype Machine Company 
Twenty-fourth at Locust Street, Philadelphia 3, Pa. 


B192 Iand-Operated Printing Calculator 








Fast little folder... 
saves workers’ time, 
cuts office costs! 


You see it happen often in your own 
Office ... an experienced, valuable girl 
neglects her regular work for hours— 
to fold form letters, bulletins or mail 
enclosures! 

Hand-folding disrupts office routine, 
is a tedious job nobody likes, wastes 
time —and is inexcusable these days. / 
Because the little Pitney-Bowes FH (1 
Folding Machine can fold at least five < 
times as fast as folding by hand. 

With semi-automatic feed and 
electrically driven, the FH is fast, 
accurate and easy for any one to 
operate. It takes only a few seconds 
to set the FH for any job; simply 
move two knobs to adjust for any de- 
sired folds... easy as tuning your TV. 

The FH can make two folds at once; 
double-fold 8/2 x 11 sheets up to 5,000 
per hour; make 8 different folds in 
sheets from 3 x 3 to 8% x 14 inches, of 


The FH is as easy to set as tuning your TV. 


PITNEY-BOWES 
Folding Machines 


Made by Pitney-Bowes, Inc....originators 
of the postage meter ...93 branch offices, 
with service in 199 cities in U.S. and Canada. 


many different paper weights; even 
folds sheets stapled together. 
Little larger than a standard size 
typewriter, and costing less, the 
FH quickly pays for itself. 
Ask the nearest PB office for 
a demonstration — or send 
coupon for free, 
illustrated booklet. 





Fully automatic model 
FM folds up to 19,000 
sheets per hour. 


ee ec ee 
PITNEY-BOWES, INC. 

3414 Pacific St., Stamford, Conn, 
Send free booklet on 

Folding Machine to: 


i“ 


Name 





Firm 





4 Address 
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A Philosophy for Business 


DOROTHY HORTON 
H. K. Brewer & Co., New York 


HUMAN BEING is a questioning 

individual. The stockholder asks, 

“Why can’t I have a greater di- 
vidend check?” Management asks, “Why 
can’t we have more efficient produc- 
tion?” Labor wants to know, “Why 
can’t we have more money in our pay 
envelope?” Everybody associated with a 
business organization is in a receptive 
mood. 

Among employees, there are those who 
are merely interested in their take-home 
pay. They may be good employees but 
will probably make little imprint on the 
future progressive development of the 
business. There also are employees who 
take a genuine interest in understanding 
the origin, aims and poiicies of their 
business over and above the practical 
know-how of carrying on their daily 
work. The latter employees usually ob- 


tain greater work satisfaction and, with 
added intelligent work for continued im- 
provement, give early signs of business 
leadership. 

Seientifie and technical knowledge is 


essential to the economie welfare of 
modern business. This, however, pre- 
supposes the establishment of sound 
business objectives and intelligent human 
relations which make it possible to 
utilize the technical know-how. To claim 
that the purpose of a business is merely 
to make money and profits gives evi- 
dence of a short-sighted and _ very 
limited understanding of modern busi- 
ness in a democratic society. Profits are 
important in a eapitalistie economy but 
they are assured only insofar as the 
business is socially useful and desirable, 
and its products or services economically 
obtainable. To satisfy social demands as 
economically as possible, it is necessary 
to have a forward looking philosophy 
which incorporates the importance of 
every individual participant in the total 
scheme of a business endeavor. 
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A forward looking business philoso- 
phy is a clear, realistic and compre- 
hensive insight into the basic meanings 
and purposes of occuring events. This 
will enable one to offer intelligent sug- 
gestions regarding future procedures. 
All this is necessary for the realization 
of business objectives. It is man’s frame 
of reference from which he derives his 
sense of direction. The person who has 
the wisdom to see the true purpose of 
the existence of his business in the com- 
munity, and the wisdom and ability to 
integrate all the factors necessary for 
an enthusiastic and cooperative endeavor 
which is directed toward a socially de- 
sirable objective, has a business philoso- 
phy worthy of successful leadership. 

In developing a good, workable busi- 
ness philosophy it should be borne in 
mind that no business organization is so 
good that it cannot be improved. A 
functional business philosophy must 
admit social progress. It must be 
oriented to modern progress. In other 
words, it must be flexible and up-to-date. 
This requires on the part of all execu- 
tives a personal sensitiveness toward the 
changing needs and tempo of modern 
living. However, life goals as well as 
business goals are not obtained by a 
constant change from one objective to 
another merely for the sake of change. 
That would be only going through mo- 
tions and motion in itself does not neces- 
sarily imply progress. 

It is highly desirable to be flexible in 
our social relations and business prac- 
tices but it is equally desirable to be 
firm in our own convictions and stable 
in our philosophy. Stability compounded 
with justifiable flexibility is indicative of 
a reliable and progressive business or- 
ganization. Flexibility without stability 
spells disaster. Business policies, key- 
noted by stability without flexibility, are 
signs of merely perpetuating business 
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situations of yesterday while the rest of 
the world is progressively moving ahead. 
It, is evidence that rigor mortis is setting 
in and the business is non-progressive, 
slipping and declining into obseurity or 
failure. 

How will a personalized, progressive 
and funetional philosophy help the 
office worker? Is it not enough to mas- 
ter the know-how of office procedure 
without all this philosophical nonsense? 
The answer to this last question is yes, 
if you want to be a mere robot that has 
nothing more to contribute than the 
exercise of routine motions. If, however, 
you want to exercise your ‘intelligence, 
take an active interest in your work and 
understand the why of things or grasp 
the wisdom underlying rules and regula- 


tions, the aims and policies, of your 
business and life in general, then you 
must develop an adequate philosophy. A 
worker who wants to find happiness in 
his work and wants to progress to execu- 
tive positions with assurance and con- 
fidence must be able to understand and 
appreciate two basic essentials: (1) the 
scientific know-how or technical knowl- 
edge needed in the performance of his 
duties; (2) an insight into the aims, 
policies and principles which serve as 
sign posts to be followed in the economic 
progress of his business. The following 
synoptic outline of the relationship be- 
tween philosophy and science is_pre- 
sented merely as an aid to gain a further 
insight and appreciation of their con- 
tributions : 


1. ITS NATURE 


2. WITH WHAT IS 
IT CONCERNED? 


. METHOD OF 


WORK 


. EXPERIENCES 
USED 


. THE GOAL 


. THE OUTCOME 


PHILOSOPHY 


A philosopher is in pursuit of 
knowledge; Why is this business 
in existence? What do we wish to 
accomplish? Of what social value 
is our business? Are our business 
policies and business principles and 
regulations consistent with social 
progress and social demands? 


Deals with ideas. Uses everyday 
experiences which are general and 
common fo all. 


Refiects, interprets, analyzes, uni- 
fies and criticizes. 


General experiences, those com- 
mon to all who are affected in 
the business. 


The ultimate. Long range direction 
giving stability and permanence. 


Aims, values, policies and prin- 
ciples; improved business relations. 


SCIENCE 


A scientist is in possession of some 
He goes from the 
to discover 


knowledge. 
known and 
more knowledge. He takes existing 
challenge for 


strives 


knowledge as a 
making greater discoveries or im- 
provements. 


Deals with events. Uses data and 
the particular item in the test 
tube or on the laboratory table. 
Experiments, investigates, and 
describes his findings. 

Specialized experiences under 
controlled conditions in the labo- 
ratory, clinic and other specific 
piaces. 


The immediate. Short range inter- 
est subject to constant improve- 
ments. 


Facts and scientific laws or tend- 


encies; improved scientific know- 
how. 
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If and when a business is plagued by 
disgruntled individuals who may fo- 
ment unpleasant situations which ulti- 
mately may burst forth into a strike, 
it might be advisable to take a philso- 
phical account of one’s business prac- 
tices. A truly functional philosophy of 
working and living will give an indi- 
vidual greater understanding. Greater 
understanding gives increased satisfac- 
tion. Increased satisfaction promotes 
inner calm and happiness. Seeing one’s 
self in perspective enables one to realize 
that everyone has a mission to fulfill. 
No matter how insignificant one’s work 
may seem, it takes on importance when 
if is seen as a necessary and integral 
part of the smooth functioning of the 
entire business. 

Scientific know-how will increase pro- 
duetive efficiency but philosophical 
understanding of the why and wherefor« 
of business relationships will deepen a 
person’s appreciation of the worth and 
dignity of one’s fellowman. It will in- 
spire him with a greater determinaticn 


to live in accordance with his best 
capabilities. From a realistic, objective 
and philosophical analysis of our some- 
times seemingly dull and uninteresting 
daily living and working, we can emerge 
with sufficient wisdom to give meaning 
to our mundane and laborious existence. 

Briefly then, a good sound business 
philosophy is just as important as the 
scientific know-how. A good business 
philosophy will help to orient an indi- 
vidual toward a better unified under- 
standing of the total scheme, purpose 
and basic operating principles, rules and 
regulations of a business functioning 
efficiently in a democratic society. A 
practical application is demonstrated by 
Aldens, Ine., a Chicago mail order firm. 
For the past 15 years, this organization 
operated very successfully on the basis 
of a set of written policies known as 
The Principles of Aldens. Their prin- 
ciples give evidence of the adoption of 
a practical business philosophy which 
can be summarized in the following 
words : 





OPERATING POLICY: 


ADVERTISING POLICY: 


tinually exist. 





Because of the influence of our Employees, it is our 


—To maintain our plant and equipment in good working 
condition with adequate safeguards against fire and accidents 
in line with other progressive companies. 


Because of the influence of our Employees, it is our 


—To provide steady employment by building up low periods 
in our sales. 


—To attract and hold capable employees by developing our 
sales to the point where opportunities for promotion con- 
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Courtesy, Aldens, Inc., Chicago. 
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The foundation of business, which is 
one of America’s great social institu- 
tions, is people and organization. Like 
all American social institutions, business 
should be based on the democratic pro- 
Therefore business activities must 
be organized and thought of in terms of 
human values. Tried and tested exper:- 
ence shows that the basic values which 
every individual associated with a busi- 
ness organization cherishes are: security, 
recognition, a square deal, and a feeling 
of harmonious relationship. To satisfy 
these values and to achieve the fullest 
cooperative effort within the organiza- 
tion is one of management’s most im- 
portant functions. 

Accordingly, R. W. Jackson, presi- 
dent of Aldens, Inc., stated* very con- 
cisely the objectives of his business in 
these words: 

“The principles here presented will 
serve to define the rules of action and 
conduct under which our company and 
its executives are expected to operate, to 
accomplish the end result of satisfactory 
growth and profits, along with good eus- 
tomer, employee, source and stockholder 
relations. 

“These principles portray the kind of 
business we are and want to be, and how 
we expect to operate, internally and ex- 
ternally, to achieve its aims.” 

All of Aldens’ principles are stated in 
a few simple, plain words. Aldens 
realizes the importance of the influence 
of its customers, its employes, its 
sourees and its stockholders. Definite 
principles are established in each of 
these areas. The sum total of all of these 
principles in all areas and in all of 
their aspects add up to a good sound 
publie relations program and a_sue- 
cessful business organization. It is the 
firm belief of Jack C. Staehle, industrial 
relations director, that a program such 
as is in operation at Aldens “will not 
provide a Utopia, but it does make for 
smooth executive operation and greater 
certainty of meeting specified goals.” 


cess. 


* The booklet. The Principles of Aldens may be 
obtained by writing Mr. Jack C. Staehle, Indus- 
trial Relations Director, Aldens, Inc., Chicago 7. 
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A sound business philosophy trans- 
lated into workable business principles 
possesses the following advantages: 

1. It enables top executives to focus 
more intently on the company’s 
main objective, which in our capi- 
talistic society is to make consistent 
profits year after year. 
If properly applied, major deci- 
sions can be made more objectively 
and less subjectively, thereby the 
business can achieve greater sta- 
bility. 

It provides adequate flexibility to 
meet unforeseen situations without 
“losing face.” 

It recognizes the dignity of every 
individual associated with the busi- 
ness. 

It recognizes that happiness is the 
possession of man’s highest good. 
Business morale becomes operative 
in direct proportion to the happi- 
ness of all those who are affected 
by the business. 


Gorettier Stestes 


Foot traffic of nearly 720,000 employees has 
been absorbed during the past two years by 
this directional arrow leading into Minnesota 
Mining & Mfg. Co. office employees’ cafe- 
teria in St. Paul. During the past 514 working 
days an average of 1,400 employees daily 
have stepped on the arrow which is com- 
posed of strips of Scotch plastic tape No. 
471, especially designed for this purpose. 
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June Novak and Ed Devery, whose sevtion 
was judged the tidiest, about to cut their 
award, Bibs read, ‘You never had it so clean.” 


LEAN-UP WEEK at Mutual Life 
Insurance Co. of New York sent 
more than 1,800 employees of the 
home office on a dusty week of house- 


cleaning to restore the general aspect of 
newness that prevailed when the com- 
pany opened its new building in 1950. 
Prizes were awarded for the most unique 
souvenirs to appear from departmental 


file cabinets, desks and odd corners. 
Clanging bells announced the daily ap- 
proach of “junk men” passing from de- 
partment to department to collect me- 


Ann Sigismondi and 
Gertrude Carstens 
judge the unique 
junk found during 
Clean-Up Week in 
the home office of 
Mutual Life  Insur- 
ance Co. of New 
York. 
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mentos for entrance in the contest. Be- 
of the company’s ten-year-old 
correspondence program requiring all 
letters to be answered within three busi 
ness days, no neglected epistles were dis- 
covered but such items as a series of dry 
cleaning tickets, vintage 1917, an 
eneient jar of cider mold and a mildewed 
can of snuff were displayed with the 
name and department of the surprised 
owners, 


cause 


Winners were Evelyn Gent, Roy 
Ackerman and Frank Mustonen whose 
antique coin dispenser, battered whisk 
broom and old hat won the hearts of the 
five judges. A carpet sweeper, garbage 
can, mop and various cleaning sub- 
stances were offered the winning con- 
testants. <A large cake appropriately 
decorated with an icing of mops and 
brooms was awarded to the commission 
section of the premium dividend di- 
vision for its neat appearance, while the 
central service office’s storeroom  re- 
ceived a plaque commending its un- 
characteristic tidiness. The personnel 
division has already received complaints 
that work has become impossible in the 
unfamiliar surroundings of uneluttered 
desks and files. The company feels that 
the shining results will soon be marred 
by another gradual accumulation for 
next year’s housecleaning. 





Reducing the 
Waste of 
Office Supplies 


STUART COVINGTON 


ITH THE EMPLOYEE lies the 

key to successful cost control in the 

office. Careful budgeting by the 
purchasing department and strict econ- 
omy measures imposed by top manage- 
ment have their effectiveness measured 
to a considerable degree by the utiliza- 
tion of supplies made by members of the 
lower ranks. The amount saved on the 
purchase of several new office machines 
may be offset in a year’s time by waste 
of items like earbon paper, typewriter 
ribbons, paper clips, pencils and erasers. 
Obtaining greater utilization of such 
supplies by employees will invariably be 
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reflected on office cost sheets. 

Office supplies expenses can be re- 
duced. At the general offices of the 
Armeo Steel Corp., Middletown, Ohio, 
some office supply costs have been re- 
duced approximately 30% as a result of 
a program inaugurated about six years 
ago. The four-part program involves a 
centralized purchasing plan, a budget 
plan for all departments, a purchasing 
inventory control and _ standardized 
forms. 

In setting up its centralized purchas- 
ing plan, Armco surveyed all of its 
plants and parent companies to de- 
termine annual usages and what sup- 
plies were generally used. All pur- 
chasing of standardized items is done by 
the general purchasing department in 
the main office. The sizes of the orders 
are determined by reference to the cost 
of placing an order and the cost of 
carrying an inventory. The order quan- 
titv for a stored item is determined by 
the annual use in dollars rather than the 
annual use in units. Items with either a 
large dollar volume usage or with a 
high dollar cost are ordered in propor- 
tionately smaller quantities. For ex- 
ample, an item which is used in amounts 
of $5,000 per vear may be ordered in 
four to six weeks’ supply while an item 
used in amounts of $50 per vear may be 
ordered in 6 to 12 months’ requirements. 

The firm’s budgets are set annually 
and reviewed monthly by the controller’s 
division and department supervisors. At 
the monthly budget review, any depart- 
ment that has exeeeded its budget is 
promptly contacted and the reason for 
the overage must be explained. All items 
of office supplies expense are reviewed 
monthly. Overages for budgeted items 
are investigated by the controller’s di- 
vision and an attempt made to correct 
the cause. All office supplies are stored 
in the general office store and distributed 
as requisitioned. The store is open five 
days a week for distribution. 


Many years ago the Hoover Co., 
North Canton, Ohio, appraised the prob- 
lem of office supplies waste and came up 
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Office supplies requisition form of Armco Steel Corp., Middletown, Ohio. 


with two remedies which are still being 
used. First, letters are issued periodic- 
ally to all employees urging them to 
exercise all possible care in their use of 
office supplies. Second, through an em- 
ployees’ suggestion system, personnel 
are encouraged by the possibility of cash 
awards to propose methods of extending 
the life of office supplies and reduce 
waste. The amount of the cash awards 
received for accepted suggestions is con- 
tingent upon the estimated value of the 
suggestion. 

Through previous tests, Hoover has 
determined the average life-span of all 
supplies used. By comparing these av- 
erages with the amount of work pro- 
duced per employee, each department 
manager is able to easily determine 
whether an employee is failing to prop- 
erly utilize supplies. In the ease of ecar- 
bon paper used with manifold forms, for 
example, the department manager main- 
tains a record of the number of forms 
used each month together with the num- 
ber of rolls of carbon paper issued each 
employee. By making a simple compari- 
son he is able to ascertain whether the 
operator has obtained maximum use of 
the carbon rolls requested during the 
month because he knows that a certain 
number of legible copies may be pro 
duced before the carbon is changed. 

When supplies are assigned in quan- 


THe Orrice—November, 1953 


tity, or to cover extended .periods, it 
naturally becomes more difficult to ac- 
curately determine the amount of waste 
which may exist. In addition, employees 
will find it more difficult to gauge their 
exact needs and bave a greater tendency 
to order in excess of their needs. Bear- 
ing these facts in mind, Miles Labora- 
tories, Elkhart, Ind., permits employees 
to requisition supplies for only one 
week. Each Wednesday the employees 
deposit in the company supply room an 
office supply requisition, signed and 
dated by them and specifying the quan- 
tity and description of the supplies they 
will require for the coming week. After 
the requisitions are processed, the sup- 
plies are delivered to the employee’s 
desk. A notice on the requisition re- 
minds the employee that supplies are to 
be ordered for one week’s duties only. 

The columns of company newspapers 
offer an additional means of combatting 
this form of waste. Several companies 
have turned to editorials, news stories 
and special messages in plant periodicals 
to preach the gospel of office supply 
conservation. Giving these messages 
journalistic treatment sometimes proves 
more successful than the use of bulletins 
and letters because company newspapers 
are saved and scanned at the employees’ 
leisure, whereas the letters may receive 
only superficial attention. 





50 Machines 
To Serve 
700 Dictators 


DICTATION SYSTEM 
installed in the Boston offices of 
John Hancock Mutual Life Insur- 
ance Co. which couples the company’s 
internal telephone system, consisting of 
over 2,000 telephones and an automatic 
exchange, with a battery of Dictaphone 
dictating machines in a central dictation 
department. Each employee in the main 
office is a potential dictator. To dictate, 
all a person need do is dial a certain 
number and start talking. Dialing con- 
neets the telephone with an automatic 
selector which instantly runs along the 
bank of recording machines and con- 
nects the dictator with an idle machine 
in a fraction of a second. 
The automatic selector always finds a 
vacant recording machine whenever a 


has been 


Herbert W. 


cocrdinator, 


Irish, John Hancock's planning 
demonstrates their Dictaphone 
Telecord installation. 


dictator desires one. Each telephone 
handset has a push-button. When 
pressed down, the machine starts record- 
ing dictation and stops and waits for the 
next signal when button is lifted. By 
dialing certain digits a dictator can in- 
dicate corrections, end of message, play- 
back or give special instructions to a 
transcribing stenographer. In the case 
of the latter, there is a telephone at the 
side of the recording machines. When it 
rings the stenographer ean note the 
dictator’s special instructions. 


Some 700 stations throughout the Boston office building of John Hancock Mutual Life Insur- 
ance Co. will be connected to a bank of 50 Dictaphone Time-Masters. 
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An intercom phone for each five dictating 
machines allows stenographer to get dictator's 
special instructions. 


When a person is finished dictating, 
he hangs up the receiver. The machine 
is disconnected, a red light on the unit 
lights, and a buzzer sounds. The 
stenographer removes the pliable red 
plastic Dictabelt recording and replaces 
it with a new one or one that is only 
partially used. She then immediately 
transeribes the dictation and sends the 
finished typing to the dictator for sign- 


Cr 
ing. 


John Haneock has made a test run on 
the Dictaphone Telecord system for the 
past year and today about 100 of the 
company’s dictators use it. Nine Dicta- 
phone Time-Master recording machines 
are used and more stations are being 
added. For the most part, these are for 
sections heads and their assistants who 
carry the greatest load of the company’s 
dictation. The company still furnishes 
many with individual Dicta- 
phone Time-Masters because of the 
nature of their particular work. Eventu- 
ally some 700 stations will be connected 
with the system. About 50 Dictaphones 
will be able to efficiently handle their 
needs; quite a saving in dictating equip 
ment for 700 people who dictate. 

In addition, the battery of 50 re- 
corders permits people who seldom dic- 
tate, but who already have an internal 
telephone, to use it for dictation. This 
ean be done through a slight change in 
the already installed hand set at a cost 
of approximately $17. A number of ad- 
vantages are cited by the company: 


persons 


The eost of dictating equipment, for 
example, will be cut at least in half. It 
has been found practieal to have as high 


Dictabelts are transcribed and the typing sent to the dictator for signing. 
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as 12 dictators, or even more, to one 
recorder in the central dictation room 
without danger of delays. Each dictator 
can handle a letter as soon as it comes 
along and have it processed immediately. 
Previously, dictators accumulated enough 
work to fill a recording before starting 
to dictate, or waited until a record was 
filled up before sending it out to be 
transcribed. The mechanical handling of 
the recording machine is left to employ- 
ees in the central dictation and transerib- 
ing room. Only the telephone instrument 
is on the dictator’s desk. Sending re- 
cordings via office messengers to central 
stenographie pools is eliminated, and 
dictated correspondence is ready for 
signature within a matter of a couple of 
hours instead of a day or even more. 
Perhaps one of the greatest advantages 
is that the system uses existing equip- 
ment and wiring, eliminating expensive 
installation costs. 


I 


The 4649799 
Great 


HENRY BAERMAN 


Office Manager, Milton Bradley Co., 
Springfield, Mass. 


WE COULD but harness the 
latent force bottled up in business 
people, atom smashing would seem 
insignificant. Individuals release great 
energy in their play or home projects. 
But working people spend most of their 
lives in offices or factories. Just 15% of 
these employees give more than required 
to their jobs; 25% work less than mini- 
mum standard; 60% of personnel just 
figure to do barely enough to get by. 
If we condemn our working people 
for this showing, it is like saying most 
individuals are 85% no good. That can’t 
be. Many of these “no-good” people are 
rated tops in extra-curricular activities. 
The fault must be with their working 
conditions. We don’t provide a produc- 
tive incentive or a cause worth working 
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for. Here is a good example: 

There was a nice boy who worked as 
a caretaker on an estate. He did a good 
job at mowing the lawn or tending the 
flowers, but his own personality was 
squelched by those who ruled the estate. 
Came World War II and the boy was 
called to the colors. In a year we 
learned he was an officer who led his 
men to many victories. He gave his life 
for our country and we mourned him. 
His moment of glory must have been 
wonderful to him. It’s too bad that war 
must often bring qualities of character 
that should have been functioning right 
along in peacetime. 

This great waste of individual power 
may be caused by ignoring the everlast- 
ing laws of human nature. In our blind- 
ness we may not see those bold words 
emblazoned on every person’s chest: 
pay attention to me. A management may 
think that its employees work just for 
the good of the business, but every per- 
son who works well dees it for his own 
glory. The most important person to 
vou is yourself. If your best work is to 


be done, others must recognize and ap- 
preciate you. 


The magie fluid of business success is 
a strange mixture of selfishness and un- 
selfishness. People recognize our im- 
portance and we appreciate others. 
Every employee must be made to feel 
he is an important member of the busi- 
ness. When we have many different per- 
sonalities functioning as one, the eom- 
pany one great individual 
working for its own good. Here again, 
human nature rules apply. An individual 
company in dealing with other firms 
must recognize their desire for “pay at- 
tention to me.” 

The largest business expense is the 
payroll and those on it represent the 
company’s power resources. There are 
simple rules for tapping this wealth. 
3usiness leaders have recited them time 
and again, but they bear repeating be- 
vause the rules are ignored by so many. 

To start with, there must be a two 
direction communication line running 


beeomes 
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from management to employees and 
back again. We can liken this to a 
diver working at the bottom of a river. 
He gets air from above, but he is able 
to signal when something is wrong. Free 
and open discussion brings progress and 
doesn’t breed discontent. 

Look for the good things in a person's 
work and let go some sincere praise 
while the situation is fresh. A_ girl 
worked earnestly to do a job on the 
sales manager’s follow-up letters. She 
knew the letters were well typed and all 
inclosures carefully organized. She 
looked hungrily toward the boss for a 
word of praise. He said, “There’s a 
black spot on one of the envelopes.” We 
won’t print what she thought. 

Tell people in advance about changes 
affecting them. An office is like a per- 
son’s home. Whether he is happy there 
affects his work and the aggressiveness 
of the business. Don’t let Jim Smith 
come in some morning and find his desk 
on the other side of the office. This ean 
be as tragic to him as though a hurricane 
had blown away his house. If you are 
going to discharge a girl, talk things 
over with her and point the way to her 
suecess in a more appropriate job. Don’t 
be a coward and mail a dismissal slip 
while she is on vacation. 

Recognize ability. Often a worker 
shows ability beyond his present duties. 
Don’t hold him down for your con- 
venience, but seek an opportunity to 
open a chance for his development. This 
will give him self-satisfaction and bene- 
fit the company. 

Don’t pirate an idea. We all hate to 
be robbed. There was a young fellow 
who spent long hours figuring out a de- 
vice to improve his company’s product. 
The office manager recognized the boy’s 
ability at development work and en- 
couraged him to find this solution. When 
the problem was solved, the office man- 
ager accepted the boy’s data, submitted 
the material to the main office, but took 
credit himself for the work. The ides 
was accepted and praises heaped upon 
the office manager. This might have been 
a case of justifiable homicide. 
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Leaders should inspire — not drive. 
Experts say drivers cause the greatest 
leaks in business economy. People slave 
when they “work for you;” but when 
they work with you, they work. Con 
sider that all a company’s employees are 
members of one association. No one has 
arrived. Each needs to keep in continu- 
ous training for his job. Inspiration to 
move ahead comes from knowledge that 
is ever refreshed. Office education is a 
never-ending pleasure. 

If a business could speak to its em- 
ployees, it might say, “This salary is 
yours because we have customers. Good 
will takes vears to build and minutes to 
destroy. People buy not of necessity but 
beeause they like us. Ours is a proud 
company with a service reeord of fifty 
years.” The employee might answer, 
“Not how it came to be, but what the 
hell it does for me. Tell me quick and 
tell me true or else, my love, to hell with 
you!” A business’s greatest asset is an 
organization of contented employees 
who bring progress and suecess through 
teamwork. 





Designing Furniture for Offices 


HENRY GLASS 
Designer of the “Office of Tomorrow” at the Chicago Museum of Science and Industry 


FFICE FURNITURE, perhaps 
more than anything else, lends it- 

self as an example of the prac- 
tically applied theory of industrial de- 
sign. There are five basic eriteria of 
good design. A product should (1) Ful- 
fill its funetion to perfection. (2) Make 
optimum use of the materials it consists 
of. (3) Compliment the tools and pro- 
cesses by which it has been created. (4) 
Fall within the economic reach of its 
potential user. (5) Possess intrinsic 
esthetic value. If these five guides are 
followed, the result is a product which 
is both beautiful and highly salable. 
One of the most perfect answers to a 
required multitude of funetions is the 
secretarial posture chair or the execu- 
tive swivel reclining chair, obediently 


following every movement of the user, 
giving proper support when and where 


it is needed. Utilizing anatomical and 
technological research and properly ap- 
plying their findings, it even takes into 
account the physiological urge to flood 
the hard working brain with food giving 
blood by elevating the lower extremi- 
ties of the human eareass into the 
notorious feet-on-desk position. Desk 
design will soon have to follow the trend 
of providing greatest usefulness. In 
secretarial equipment not only the type- 
writer and other machines, but all re- 
quired items regularly used such as 
forms have to be at the girl’s fingertips. 
They must be placed in proper con- 
tainers built into the top of her work 
surface, not hidden away in drawers. 
They have to be well indexed and or- 
ganized so that no space or time is 
wasted. Executive desks have to contain 
blotter pads, memo pads, cigarette 
boxes, lighters and ash trays, clocks and 
calendars, pen and pencil holders, trays 
for incoming and outgoing mail, con- 
venient space for telephone, intercom, 
dictating machine, radio or TV controls, 


72 


top extensions which operate smoothly 
and promptly for hurriedly called in- 
formal conferences. This may mean the 
end of the desk accessory business but 
likewise the end of clutter, confusion 
and time spent hunting for lost articles. 
These changes are not gadgets or luxu- 
ries but are necessities brought about 
by contemporary office management and 
procedures. They will soon become as 
accepted standards like the refrigerator 
is today in the American kitchen. Note 
that I did not mention the musical liquor 
cabinet and the pop-up cutie which 
doubles as a bottle opener! I am all for 
it, but think there is a time and a place 
for everything. 

In regard to points 2 and 3 (materials 
and processes), high credit is due to the 
woud office furniture industry. It has 
employed the most advanced research re- 
sults in wood technology and high speed 
production machinery, and it has turned 
out products of finest up-to-date quality. 
Thin metal foils underneath top veneer 
layers have made desk tops impregnable 
to cigarette burns. Plastic finishing ma- 
terials prevent liquor or ink stains. Com- 
pressed wood legs and posts offer hard, 
smooth surfaces which do not snag nylon 
stockings nor oxford tweed trousers. Al- 
though nature has been improved upon 
wherever possible, the office furniture in- 
dustry deserves admiration for its re- 
straint and taste in regard to 
finishes. The basic woods used (oak, wal- 
nut and mahogany) are almost always 
allowed to reveal the natural beauty of 
their true color and grain texture. 

Considering point 4 (economy), it can 
be said that the old laws of supply and 
demand of healthy competition and of 
value for value received form an auto- 
matic balancing system like in the sale 
of all other commercial commodities. 
This system causes the various types of 
merchandise to find their own price level 


good 
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Burroughs dealers sell 

products bearing the 
most respected name in the 
business machine field . . 
adding and cash registering 
machines with a world-wide 
reputation for accuracy, 
speed and dependable, long- 
lived performance. With the 
rapidly growing demand for 
business machines every- 
where, more and more dealers 
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AT THE 


are finding it profitable to 
handle the Burroughs line. 


As a Burroughs dealer, you 
will get strong support from 
a program of consistent 
national and trade advertis- 
ing... from merchandising 
kits, including newspaper 
mats and radio and television 
commercials . . . direct mail 
pieces display material 
. . . and sales assistance 


OPPORTUNITY FOR 


PROFITS WHEN YOU HANDLE 
THE BURROUGHS LINE 


through your local Bur- 
roughs branch. All of these 
help make the Burroughs 
line the most valuable one 
for you. 

For all- the facts about the 
Burroughs dealer plan, get 
in touch with the Burroughs 
factory branch nearest you, 
or write Burroughs Corpora- 
tion, Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS THERE'S 


Burroughs 





The "Office of Tomor- 
row’ is sponsored by 
the Wood Office Fur- 
niture Institute in the 
World of Hardwoods 
exhibit at the Chicago 
Museum of Science 
and Industry. 


and precludes extravagances for the 
mass market (not for the custom cus- 


tomer). One significant thought should 
be added: office desks, chairs, files, etc., 
are tools in themselves and if it can be 
proven that a new innovation in prac- 
ticability will promote better, faster or 
more efficient work by the users of these 
tools, any management can be sold on 
such improvements—even at a higher 
price. The added initial expense will be 
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Secretarial office de- 
signed by the author 
has rift oak desks with 
pop-up section at the 
rear of top to hold 
forms, sliding shelves 
for machines and a 
folding easel on type- 
writer shelf for short- 
hand pad. There is a 
deep filing drawer on 
one side. Paneling is 
rosewood and the par- 
tially carpeted floor is 
scored solid wood block 
in brown Gothic oak. 


amortized and multiplied many times in 
a short while. 

The last point is esthetic value. The 
beauty of the finished product becomes 
an essential requirement in office furni- 
ture. Most users have to spend the 
greater part of their waking hours or 
their conscious life in the immediate 
proximity of the office. It is imperative 
that these objects are of good propor- 
tions with dimensions correctly scaled 
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. with easier-to-use 


SoundScriber’ 


DICTATING EQUIPMENT 


Only dictation 
disc useable on 
long playing 
phonographs. 


Come back to your office—to find all reports, 
memos, correspondence, from your trip typed and 
on your desk ... that’s easy with SoundScriber! 
Each day, drop a thin plastic dise on your SoundScriber and get your dictation 
on its way back to home base. These little green discs, the size of your palm, 
take fifteen minutes of dictation each, fit into regular envelopes. Nine of 
them for one three-cent stamp. 
You can also mail your voice to family and friends via SoundScriber, for tne 
SoundScriber disc is the only one that plays back on long-playing phonographs. 
‘ind out all the reasons why SoundScriber is easier to use. Mail the coupon for 
further information. 





Only SoundScriber Offers You: SoundScriber Corp., Dept. 0-11 
New Haven 4, Conn. 


1. Automatic On-the-Dise Indexing. 
2. Two Arm Flexibility. 

3. Mail-Chute Size Discs. 

4. Lightest All-Purpose Machine. 


SEND TODAY oe) 


Send sample disc and literature. 





Two views of the 
author's executive 
desk and chairs. The 
desk opens into a 
conference table. It 
is made of dappled, 
semi-figured walnut 
inlaid at right an- 
gles to integrate the 
push-up supply bins 
which open and shut 
electrically. Sliding 
panels hold __ inter- 
com, telephone and 
dictating machine. 
A walnut waste- 
basket hooks under 
the desk. On view at 
the Chicago Mu- 
seum of Science and 
Industry. 


to those of the masterpiece of God him- noiseless in operation. Since in the ma- 
self—the human body. Lines and looks jority of cases office furniture is bought 
must be pleasing to the eye, surfaces by people for use by others, its tasteful 
must be nice to the touch; not too rough — selection will be a powerful messenger 
and not. too slick, not too hot and not too of good will and make for good public 
cold. Moving parts must be smooth and — relations within any organization. 
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NAMAMERIAML 
DUPLICATING PAPERS 


O-BOND 
sai ry MPLICATOR 
AMMER - 
Aig -white Look pro: 
: ve up to 5,00 00 
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Send today for your free HAMMERMILI 


MASTHEAD KIT, filled witt 


ng samples. Hammern Paper 
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pany, 1463 East Lake R 
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All 4 fine papers now improved to 
give you faster, cleaner, brighter 
copies—and more of them! 


Here’s a bright, new outlook for 
all your duplicating needs! Hammer- 
mill’s new blue-white papers make 
every copy look brighter and sharper. 
And they feed easier, run faster, save 
time and money on every job. 


Ask your printer to show you 
samples. And let him show you how 
colorful printed headings improve the 
appearance and effectiveness of all 
your office duplicating. 


aAMMERMIg, 


Duplicating 
Papers 





The Crowning Touch in any Business 


St Wie | 
andar = 


DUAL-O0-MATIC 
Fluid Duplicator 


((y)) 
ile 
(Handara 
¢ 
“" rate 
A PROVEN FLUID DUPLICATOR 
that can handle either big sheet sizes as large as 14 x 18 
inches, or can feed two smaller stacks of poper simultaneously. 
This efficient Standard Duplicator is ideal for reproducing large ship- 


ping manifests, ledger and sales sheets, factory and office work sheets, 
production charts, weather mops, and many other useful forms. 


Standard Duplicating Machines 





St pF lal 
ar ee O Ny 


Duplicator 


does the work of 
Here is an exceptionally versatile duplicator. This 
model, the C18EA, popularly called the Coronet 
DUAL-O-MATIC, has two independent, but syn- 
chronized feed mechanisms. 





These automatic units may be 
operated separately or in unison 
... permit feeding a single stack of 
paper up to sheets as large as 14x 
18 inches or simultaneous feeding 
of two smaller stacks such as 84 x 
11, 8%x 13, or 8%x 14. Thus, on 
rush jobs, two completely differ- 
ent subjects, or the first and 
second pages of a single bulletin 
may be run at the same time. 


Dual controls, convenient hand 
lever or foot bar, permit either 
intermittent or continuous opera- 
tion. Sharp clear copies are deliv- 
ered, face up. A counter auto- 
matically totals the quantity run. 
A de luxe machine, the Standard 
Coronet C18EA meets almost 
every short run need. 


Corporation, Everett 49. Mass. 
ii inn 








“For fast, easy figuring, I'll take 
a Marchant Figuremaster 
...any day!” 


“Since we put in Marchants, 
we not only get more work 
out, it costs less, too.” 





“TiGuremasyer 


MODEL EFA 


Has more time-saving, built-in 
automatic features and 
accuracy control per dollar 
of cost than any other 
calculator available. 











The MARCHANT MAN in your phone book will be happy to show you, on 
your own work, that the FIGUREMASTER delivers maximum figure output 
with greatest operator convenience. Call him or mail this coupon with 
your business letterhead to get your free 
Guide to Modern Figuring Methods . Bir gia o eee 
Complete Information about the FIGUREMASTER . . . [] 


MARCHANT CALCULATORS, INC. - Oakland 8, California 09 
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Closed Circuit Television 
Connects Bank’s Offices 


CLOSED CIRCUIT television sys- 
tem connecting departments several 
blocks apart was recently put into 

operation by Riggs National Bank, 
Washington, D. C. The system was in- 
stalled so that signatures and record 
forms in the bookkeeping department at 
1508 H. St., N.W., could be seen by 
executives in the main office at Pennsyl- 
vania and New York Aves., at any time. 
The Vidicon television camera tube 
used in the bookkeeping department is 
only 1” in diameter and 6” long. A 10” 
receiving picture tube is mounted with 
microphone and control equipment in a 
specially designed desk for the privacy 
of the bank’s customers and officers. The 
bank’s bookkeeping department was 
moved because of the need for more 
space which was unavailable at the ori- 
ginal location from the U.S. 
Treasury Building and the White House 
where it has been since 1836. The tele 
Vision system allows the bank’s main 
office to retain its historie location where 
it has served 17 Presidents of the U.S. 
The Vidicon system is a product of 
Radio Corp. of America, Camden, N. J., 
and the television desk was made by 
Hamilton Desk Co., High Point, N. C. 


across 


3 


This desk with television receiver was made 
by Hamilton Desk Co. for Riggs National 
Bank, Washington, D. C. 
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The small RCA Vidicon camera (at right! 
transmits documents from the bookkeeping 
department of Riggs National Bank to the 
main office several blocks away (see below). 


John ©. McCormack, vice president and 

cashier; Harry R. Crow, American Amplifier 

& Television Corp., and Francis H. Engel, 

Radio Corp. of America, view documents on 

the television screen in Mr. McCormack's 
office at Riggs National Bank. 





Storing Tabulating 
And Time Cards 


H. F. HORSTMEYER 


Credit and Office Manager, 
Burgess Battery Co., Freeport, Ill. 


HEN TABULATING ecards and 

original time cards are not micro- 

filmed, there is created not only a 
storage problem, but a filing one as well. 
This is especially true when the cards 
are coming out of the tabulating depart- 
ment in a rather large volume. On our 
retention schedule, the original time and 
job ecards are kept for five years, along 
with the daily payroll cards and invoice 
tabulating cards. In the greater ma- 
jority are the 2-year cards of which 
there are at least a dozen different types. 

We formerly stored all types of cards 
in the same storage section, keeping 
these together by years only. If all the 
cards were kept for five years, a good 
portion of floorspace was used unneces- 
sarily. At the end of each year, when 
it was necessary to transfer or dispose 
of old records, we had to sort through a 
full year’s records to pull out the 2-year 
cards that were due to be destroyed. The 
same procedure had to be followed for 
the 5-year ones. This meant rearrang- 
ing two separate years, re-stacking the 
boxes and changing the location of the 
cards to make use of the space for stor- 
ing other ecards. 

As these cards were completed by the 
tabulating department, they were placed 
in cartons 844” wide, 4” deep and 18” 
long, with a cover that inclosed the bot- 
tom half of the carton. On the end of 


each carton was written the type of card 
and the name, but not the retention 
period. At the year end, therefore, the 
various types of cards had to be checked 
against the retention schedule to de- 
termine whether they were to be retained 
two or five years. All this caused con- 
fusion, extra handling and additional 
labor. 

To simplify this, reduce the handling 
cost and save floorspace, a system was 
devised to use labels with colored hori- 
zontal stripes. A label with two narrow 
colored stripes is used for 2-year cards, 
and a single wide stripe of a different 
color is used for 5-year ecards. <A sched- 
ule of colors was set up for six years 
in advanee. On each label on this sched- 
ule is written the color, the catalog num- 
ber of the company from whom the 
cards were ordered, and the year they 
are to be used. 

As the ecards are completed in the 
tabulating department, they are placed 
in the same type boxes as previously 
used. This department is supplied with 
the color-striped labels used during the 
current year and a retention schedule 
of the various types. As each box is 
completed, the corresponding label is 
filled out and glued to the end of the 
carton, ; 

All the 2-year cards are stacked in one 
section for each year, and the 5-year 
cards in another section. It is a simple 
matter at the end of the year to dispose 
of the two groups of cards that are due 
to be destroyed. The space created by 
removing these two vears of cards is then 
available for the cards to be stored dur- 
ing the new year. Our color scheme ean 
he repeated at the end of six years, as 
the necessary colors will have been elimi- 
nated so that no duplication will result. 





oa 


A different color is used for each year. The single wide strip indicates cards which are held 
for five years; the double stripe is for cards held two years. 
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Macey Collating Methods 


speed paper gathering, cut overtime 


costs at J. J. Newberry Company 


This is the title of a recent case study of 

collating problems at J. J. Newberry Company— 
and how a Macey collating machine solved them. 
Send for it. It tells how mechanization frees skilled 
personnel from the drudgery of hand gathering, 
cuts costs. You, too, can increase the efficiency 

of your collating operation. The folder 

is free—just send the coupon below. 











HARRIS-SEYBOLD COMPANY 


Special Products Division 
Dept. A., 4510 East 71st St., Cleveland 5, Ohio 


Please send me the free Macey-Newberry folder 

Name. 
| i ——e 
! 


Address___ 
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Movie Shows 
Development 
of 


Computing 


IERCING THE UNKNOWN is a 

new 16mm color-sound motion pic- 

ture which traces the development 
of computing devices up through the 
IBM Electronic Data Processing Ma 
chines. The film stresses the need for 
machines to perform mathematical ¢om 
putations and repetitive data handling 
operations so that men’s minds can be 
free for creative thinking. 

Karly calculators and written memory 
devices shown in the film emphasize the 
progress that has been made in the 
computer field within the past few years, 
particularly since 1946 when electronic 
circuits were first used for computing 
and control. The narrator tells how the 
computers can solve problems in air- 
eraft design, ballistics, chemistry, nu- 
clear physies and other fields of pure 
and applied science in manhours instead 
of man-years, and explains how com- 
mercial electronic calculators are applied 
to the problems of business and jndus- 
try. 

Produced by the Raphael G. Wolff 
Studios of Hollywood, the 22-minute 
film has an unobtrusive musical back- 
ground. Groups may book the film 
by writing, and stating dates, to the 
Dept. of Education, International Busi- 
ness Machines Corp., Endicott, N. Y. 
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An early digital computer, the abacus is sold 
today in this country to mathematical hobby- 
ists. There's one advertised in this magazine. 


The electronic analytical control unit of an 
IBM Electronic Processing Machine is where 
the actual calculations are performed. This 
one has 274 colorful assemblies which can 
emit a million electronic impulses a second. 


a Bo j a 
The wonders produced by science depend on 
the most advanced computing equipment. All 
above photos are from the motion picture. 
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NEW fe 


Durametuc 


Webster — long the quality name in A truly modern 


duplicating supplies — introduces a new 

improved carbon paper. This latest carbon paper 
“Webster First” is so long-lasting, so 

satisfactory in use, that it’s called for 


DURAMETRIC. It has all the famous 
features of Webster's MultiKopy Mi- faster, neater work 


crometric plus qualities all its own that 
will save time and trouble and raise 
work output in your office. 


These famous features: 
yy Webster’s exclusive scale edge to measure typing lines remaining on page 
— prevent “running over”. 
yx Scale edge protects fingers and papers from carbon smudge. 


3x Webster’s superior inking assures sharp clear impression. 
PLUS these new features: 


¥yv Special SHURFLAT treatment on the back of every sheet. 


yx Added crispness and durability for easy handling, long service. 


Durametrie will last longer and work better. There’s a weight and finish for every oflice 
need. Give DURAMETRIC a trial now! Le ading office equipment dealers stock it. 


FOR FREE SAMPLE 


write on your office letterhead, 
specifying make of typewriter 
and number of carbons required. 
ee rm § 8 Amherst Street t Cambridge 42, Massachusetts yy 
fo. fin Gil NS ES cl Ba aS Bplay FF 
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One-Writing Cash Payroll System 


W. J. CUNNINGHAM 
Oftice Methods Analyst, Johns-Manville Corp., New York 





T a number of our locations where 

construction work is done, we are 

obliged to pay hourly employees in 
currency. The employees usually work 
at points that are distant from the local 
office; because of this, we find it advis- 
able to use cash envelopes to hold the 
currency. The payrolls at these loca- 
tions are not sufficiently large to justify 
mechanized writing. 

The method we tormerly employed en- 
tailed two writing operations: 

1. Handwriting of cash envelopes. 

2. Typing of earnings record cards. 

The two writing operations made if 
necessary to run separate adding ma- 
chine tapes of entries on cash envelopes 
and earnings records for purpose ot 
verification. Quite often errors occurred 
when figures were transcribed from one 
record to the other. When this hap- 
pened, hunting errors resulted in serious 
loss of time. 

Consequently we sought a method that 
would reduce the possibility of making 
errors and provide a writing operation 
which would save clerical time. We 
wanted typewritten records and we 
wanted them all produced in one opera- 
tion. After much experimenting, we 
devised a system which meets all of our 
requirements. The heart of this system 
is an envelope with these features : 








first carbon copy of 


CTIONS 


DEO 
INCOME TAX 
OUP LIFE INSURANCE 


Y INCOME TAX 
DISABILITY BENEFITS 


ELLANEOUS 


£ 
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1) 


MIS 


RS 
ENDING Wid WkKD 
‘GS ANDO 


the typing done as shown on the opposite page. 


| PERIOD Days’ HOU 
OF YOUR EARN 


{ 


1. Two envelope flaps: one a receipt, 
the other an employee’s statement 
of earnings. 

Hole in upper left corner of each 
flap. 

Spot-carbon strip on each flap be- 
hind the printed box columns. 


NAME 
ENT 
S$ PERIOD 


HIS 1S A STATEM 
FOR YOU TH 


T 


The top flap (receipt) is fastened to 
the left edge of lower flap on the en 
velope. The top flap has a vertical per- 


ft 


foration 54” from the left edge. Box 


Pay envelope and its attached second flap which employee receives. This flap becomes the 
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BOND 
LEDGER 
MIMEO 
DUPLICATOR 
MANIFOLD 
OFFSET 





epoca 


BUSINESS PAPERS 


Did you know that Nekoosa makes a 


complete line of performance-proved 


business papers for most of your office needs? 
It will pay you to see them all. Ask your 
Nekoosa paper merchant or your 

printer to show you samples. 
Nekoosa-Edwards Paper Company, 


Port Edwards, Wisconsin. 
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columns provided on both flaps are 
printed to register with each other and 
with the earnings record eard. The earn- 
ings record card is placed between the 
cash envelope and the bottom flap (em- 
ployee’s statement of earnings) of the 
envelope. The bottom flap holds the 
documents in position for easy insertion 
and gripping in the typewriter. The 
hole in the upper left corner is used to 
select the numbered payroll week on the 
earnings record card and so position the 
documents for perfect registration. The 
spot-carbon strips behind the box 
columns of both flaps enable us to create 
three reeords (receipt, employee state- 
ment of earnings, and earnings record) 
in one typing. 

After completion of the typing and 
verification of entries, currency in 
amount of the net pay is inserted in the 
cash envelope. To prevent the loss of 
currency from the envelope, the en- 


velope is sealed by stapling the flaps to 
the envelope at a point between the 
vertical perforation and the lett edge ol 
the top flap. When the cash envelope 
is given to the employee, the receipt (top 
flap) is detached along the perforated 
line. The employee is required to sign 
the receipt in the space provided. The 
employee keeps the envelope with the 
bottom flap which is his statement ot 
earnings and = deduetions. 

The system gives us what we want: 
three legible records in one typing; use 
of an ordinary typewriter as the writing 
instrument; elimination of errors caused 
by the transeribing necessary in the 
previous system. In addition, we have a 
standard earnings record that can be 
also used in a one-writing method in a 
payroll check system as | described in A 
One-Writing Payroll System Using 
Only a Typewriter, Tuk Orricr, July, 
1952. 





How to Use Time Sampling 


LESLIE H. MATTHIES 
General Supervisor, Administrative Services, Northrop Aircraft, Inc., Anaheim Div., Calif. 


OE WILLIAMS had been working 
like a dog all day. Ten minutes be- 
fore quitting time he leaned back 
and put his feet on the desk. His boss, 
who hadn’t seen him all day, walked in 
just then. What did the boss think ? 
“Joe isn’t working very hard,” the 
boss thought. But the boss was wrong 
or, as the staticians say, he drew too 
big a conclusion from small a 
sample. If the boss had used a relatively 
new technique known as “time sam- 
pling’ (sometimes it’s called “ratio de- 
lay’), he would have known that Joe 
was actually a hard worker. 
Statistical quality folks use time 
sampling to secure facts on the specific 
activities of people, and the use of 
equipment and machines, A systems man 
ean do the same thing. If you observe 
these three principles, your facts will be 
accurate within predictable limits: 


too 
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1. Clearly define the specific things 
that you want to check, 

2. Make observations at random times. 

3. Take enough observations, If you 
think vour final percentage will be about 
50%, you need a larger sample. As 
your expected percentage moves away 
from the 5007 poimt, up or down, you 
need a smaller sample for the same as- 
surance, 

For example, a chief clerk asks for 
more help, stating, “The billing machine 
is going all the time and we need 
another operator and another machine 
to keep up with the load.” Actually, the 
billing machine may or may not be over- 
loaded. Time sampling will get the facts, 
devoid of Gpinion. All you need to do is 
make enough instantaneous observations 
of the billing operation, taking them at 
random times and without bias. Make 
about the same number of observations 
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each day to avoid favoring any one day 
more than another. Record each observa- 
tion by a tally mark on a 5” x 3” eard 


or tally sheet. 





Question: What percentage of time is 
billing machine operating? 
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At the end of the first week, after the 
first 100 observations, it may seem as if 
the billing machine is idle 37% of the 
working day (see illustration). This is 
only a rough estimate because if we 
want to be 95% sure that the true per- 
centage is between 32% and 42% (37% 
plus or minus 5%), we must take about 
375 observations, according to statis- 
ticians. 

If, after the required number of ob- 
servations, the ratio between “idle” anc 
“operating” is still about 37%, you will 
know the chief clerk’s estimate of “zo- 
ing all the time” must be wrong. Having 
learned that the billing machine is idle 


37% of the time, your next obvious 
move is to find out why, so that proper 
corrective action can be taken. 

When your observations are properly 
made, time sampling will give you as 
accurate an estimate of the true condi- 
tion as you decide you need. The ac- 
curacy depends entirely on the per- 
centage and the number of observations 
in the sample. Under actual conditions, 
you would first study your problem a 
bit, at least enough to decide what in- 
formation you want to include in your 
sampling. In practice, time sampling is 
simple, takes little time and eliminates 
the opinion or personal bias factor. 
Here are some of the possibilities of 
time sampling in systems work: 

1. You can find out how much time 
is consumed in making ready and clean- 
ing up operations. 

2. You can find out where the biggest 
chunks of time are going in an opera- 
tion, and give analytical attention to 
those chunks. 

3. What do people do during thei» 
work day? What percentage of time do 
they operate a machine, write, talk? 
How often are they away from their 
llesks? 

4. Are there long waits and delays? 

5. Are there many unnecessary trips? 

We don’t know all the potential uses 
for time sampling in systems work, but 
we believe that systems men can use 
time sampling effectively. 


A demonstration of 
the structural 
strength of a mod- 
ern steel filing cabi- 
net. This standard 
file, made by Invin- 
cible Metal Furni- 
ture Co. of Mani- 
towoc, Wis.,  sup- 
ports a  4800-Ib. 
Cadillac while all 
drawers still open 
and close freely 
without binding. 
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Wherever wraps are hung, there’s a NEED for a 














Did you ever see a more beautiful unit to hang wraps on? 
Look at the clear hanging space for coats..there are no 
obstructions... coats hang straight. Hats rest on non-dust col- 
lecting rods and not on dusty shelves. The WRAP RACK is 
available in 3 sizes to hold 6, 12 or 24 coats and hats. 
Double-face units and umbrella accessory also available. 
Write us for your nearest dealer and let him show you and 


tell you more. 
P2NDUATS 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK alm KALAMAZOO, MICHIGAN 
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LEONARD B. WILCOX 
Vice President 
Distributors Division 


WALTER H. MILLER 
NSOEA 


President 


EARLE F. OPIE 
Vice President 
Manufacturers Division 


JAMES W. COOPER JR. 
Vice President 
Field Division 


Over 8,000 at NSOEA Exhibits 


HE 47th annual convention of the 

National Stationery & Office Equip- 

ment Assn. last month in Chicago, 
extremely large as it was in attendance 
and exhibitors, proved especially in- 
formative and educational to members 
hecause of the high quality of the pro- 
gram. Exhibits were visited by 5,706. 

Many splendid papers were delivered 
by industry members and others. The 
featured speaker was Hon. Sinclair 
Weeks, Seeretary of Commerce of the 
United States. Dr. Ralph Cies, NSOEA’s 
research director, presented further new 


findings on user-buying developments. 
lL. R. Addington of Art Metal Construe- 
tion Co., presented an especially effective 
paper. 

Total registrations at the convention 
aggregated 2,685. The manufacturers’ 
exhibits, which occupied almost four full 
floors of the huge Conrad Hilton Hotel, 
numbered 340, offering visitors an un- 
usual opportunity to inspect the widest 
possible variety of merchandise. Walter 
Hl. Miller of Otto Utbreeht Co., Buffalo, 
N. Y., was elected president for the 
1953-54 vear. 





Workers’ Profit-Sharing Trust 


W. B. CAVANAUGH 
Director of Services, Ahrendt Instrument Co., College Park, Md. 


PROFIT-SHARING trust, evolved 

by our president and our con- 

troller to engender in our employees 
a feeling of association and identifica- 
tion with the company, was introduced 
in December, 1952. Made retroactive io 
January 1, the plan sought to increase 
efficiency and raise morale by giving 
our employees a stake in the welfare of 
the organization. A survey of profit 
sharing plans in operation jiad_ been 
made, and we drew upon these in set- 
ting up our own with a view to making 
any changes that would better suit our 
needs. We stipulated an eligibility re 
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quirement of 1,000 hours of work within 
a calendar year which made 80 em- 
ployees or 50% of our staff at once 
eligible. 

All contributions to the trust are 
made by the company and may be as 
much as 15% of an employee’s gross 
yearly earnings. Upon severance from 
the company an employee may draw 
25% of his trust after three years of 
service, 50% after five years, 80% after 
seven years and 100% after eight years. 
These amounts are payable in 10 equal 
annual installments 10 years after the 
first day of an employee’s participation 
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1 Visible fluid supply—32-0z. 
tank—-no pump! 

2 Adjustable pressure control 
—longerruns. 

3 Positive master clamp—eas 
to operate! 

4 Automatic centering of print— 
new raise-and-lower control. 


5 Eye-easy reset counter— 
just where you want it. . 


eseeeeeesoeee eee 020200: 


only $] §5 complete! 
Plus Fed. Ex. Tax 


6 Large capacity rotary feed— 
150 copies per minute! 

7 Perfect registration—prints 
any size up to 9” x 15”. 


PRICED FAR LOWER THAN ANY 
COMPARABLE MACHINE... 

ASK YOUR HEYER MAN, OR WRITE 
FOR COMPLETE INFORMATION. 


CORPORATION ©« Established 1903 
1850 South Kostner Avenue « Chicago 23, lilinois 
New York, 3 Los Angeles, 26 


with ALL the features: 


Please mention THE OFFICE when making inquiry. 
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William R. Ahrendt, president, Ahrendt Instru- 
ment Co., presenting a profit-sharing certi- 
ficate to employee Dalie Cole. 


in the plan. The balance of an em- 
ployee’s trust after severance is reallo- 
cated among employees participating in 
the plan. Employees with more than 10 
years of service who leave the eompany 
may draw their first payment within a 
month following severance, the balance 
to be collectible in nine annual install- 
ments. 

In the event of death, total amount 
credited to an employee’s trust will be 
paid to his beneficiary. In the event of 
permanent and total disability or retire- 
ment, payments begin within the month 
following such oecurrence, and in nine 
equal amounts on anniversary dates 
after that. 

These were points brought out by our 
president, William R. Ahrendt, in a 
question and answer session on the 
profit sharing plan following its presen- 
tation at our Christmas party last year. 
At that time the plan was explained 
briefly in an announcement presented on 
a Christmas card. 

As our educational program developed 
around what a profit-sharing plan really 
meant, we pointed out at meetings and 
in our monthly bulletin that every piece 
of scrap and every wasted minute costs 
each one of us money; that waste of any 
kind reduced the profit we all share. We 
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pointed out that for every dollar an em 
ployee earned, the plan could bring him 
an extra 15e., 

We ran a contest with an award of a 
$50 bond to the employee who could 
guess as closely as possible the amount 
of money the company was putting into 
trust for its employees the first year. 
Practically everyone in the plant parti- 
cipated, and at an informal ceremony 
held in the machine shop, Mr. Ahrendt 
presented the bond to the winning con- 
testant, along with a special award to 
the woman employee who came closest. 

At another occasion shortly following 
this, Mr. Ahrendt circulated through the 
plant with a decorated cart from which 
each employee was given a certificate 
and passbook for the trust on which 
amounts to their credit were to be 
posted annually. Salaried employees 
took their passbooks to the controller’s 
office to have amounts of their trust en- 
tered. Employees who were paid on an 
hourly basis had the personnel office do 
this. We were happily impressed with 
the ameunts credited to our trusts. 
Those averaging $1.50 an hour for the 
year got approximately $600 for 1952 
credited for safekeeping. Those receiv- 
ing $2 an hour, approximately $800. 
Salaried employees receiving $5000 a 
year received approximately $750 for 
the first year. 

We take every occasion to promote 
the plan and educate our employees to 
its significance. In a monthly newsletter 
from the president, addressed to each 
employee at his home, he details the 
factory’s plans, policies, progress and 
profit. The newsletter serves to associate 
employees more closely with what is 
going on and how greatly the success of 
what we do is dependent upon them. At 
interviews with their supervisors semi- 
annually on job performance, the profit 
sharing plan is discussed. The better the 
job an employee turns in, the more ef- 
ficiently the plant operates and the 
greater will be his profit as well as the 
company’s. 

Enthusiasm over the plan is apparent. 
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you had to read your carbon 
copies... you'd specify 


HERMETITE 
PROCESSED 
CARBONS 


You customarily read 
just the original of a typed 
form or letter before signing it— 
but someone, sometime, must read the 
carbon copies. Save their time, and avoid 
errors, by insuring clear carbon copies from 
all your typing stations. In addition to pro- 
ducing clearer copies, Hermetite processed 


carbon paper will save you 
You'll recognize the quality of 


Hermetite processed carbon paper er on standard and electric 
when you feel its fabric-like texture. typewriters—its curl re- 
Write one of the following manufacturers sistance and its Non- 
for samples to test in your own office: Slip surface locks the 


poate, ne ag Paper 4 Co., Ennis, Texas copy sheets with the 

apital Carbon & Ribbon Co. Ltd., Ottawa, Ontario, Canada 

— Carbon Paper & Ribbons Mfg. Corp. original for perfect 
43-49 Bleecker St.. New York 12, New York 

Miller-Bryant-Pierce, Aurora, Illinois register of all coplen 

Pacific Carbon & Ribbon Mfg. Co., 145! Harrison St., without using gad- 
San Francisco, Calif. 


money because it lasts long- 


Queen Ribbon & Carbon Co., 1055 Stewart Ave., Garden City, N. Y gets for this pur- 
Write Inc., 420 Lexington Ave., New York 17, New York pose. 


HERMETITE corp. 


245 PATERSON PLANK ROAD 
CARLSTADT, NEW JERSEY 
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One of the tightest bottlenecks in 

5 even the most modern equipped 
duplicating department is the col- 

to lating, assembling or gathering of 

duplicated sheets into sets. Now, 

with the new easy-to-operate 

GREATER EFFICIENCY Thomas Collator, one girl can do 
the work of five—faster, more accu- 

rately, and with a minimum amount 


in your office ees of effort and confusion. 


HERE’S HOW IT’S DONE! 


« 10 pages. e sheets move out quickly. « spection; blanks can’t slip by. 


ih She quickly loads as many as Her. foot releases pedal; Pages are always under in- 


6 Take this sixth step 
* now! Just fill out 
and mail the attached 
coupon. We'll rush 
complete information 
on The Thomas Col- 
lator immediately . . . 
without any obliga- 
tion on your part. 


Pages are collated; action Releases pedal as she stacks. 
» Starts for next set. « Elapsed time—five seconds. 


ee ee ee 


THOMAS COLLATORS, INC., Dept. 6 


30 Church St., New York 7, N. Y 7 Per ® 


Please send me details on the Thomas Collator, 
are (Mines 


135 Sales and Service Offices 
from Coast to Coast 


Dept. B., 30 Church Street 
New York 7,N. Y. 
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We heard one of our employees, Dalie 
Cole, remark after a meeting, “I have 
heen earning my own living for about 
50 years but this is the first time I ever 
enjoyed the privilege of participating in 
such a plan. It would have been nice if 
I had hooked up with people like this 
when I was a young man.” 

When one of our ceremonies was 
scheduled recently for 4:45 p.m., some 
employees objected to lopping off three- 
quarters of an hour of their workday’s 
earnings and shared profit. 

Over $50,000 was placed in trust for 
employees by the company for 1952. 
Funds may be invested, according to the 
agreement, in government bonds, life in- 
surance, securities of other corporations 
and, with Internal Revenue Service ap- 
proval, in securities of the Ahrendt In- 
strument Co. 

The plan entails little clerical work. 
A worksheet is prepared by the con- 
troller from the payroll on which em- 
ployee earnings are cumulatively totaled 
during the year’s progress. At the end 
of the year, the profit-sharing funds are 


computed by the controller and por- 


tioned out in aceordance with an em- 
ployee’s gross yearly earnings. The per- 
sonnel department has set up an ae- 
count card for each employee to which 
they post the amount due him. This ae- 
count ecard corresponds to the book is- 
sued the employee at the close of the 


An introductory dis- 
play of Arnot steel 
Partition-ettes, prod- 
uct of Arnot-James- 
town Corp., was on 
view last month in 
the New York show- 
rooms of Itkin 
Bros. Two live mod- 
els in the windows 
attracted 1,216 peo- 
ple who signed the 
guest register in 
three days. 
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John Doe PR # 000 




















PROFIT SHARING TRUST 
oF 


THE AHRENDT INSTRUMENT COMPANY 








Employee's account book and the personnel 
department's account card are similar except 
that the former folds inside a colored cover. 


first year’s operation of the plan. 

We are confident that the incentive 
furnished by the trust will bring new 
goals of efficiency and high production 
as employees identify their interests 
with the company’s. 





Hotstream Heater Co. Tailored 
Its Offices to Fit Existing Space 


WALTER RUDOLPH 


N 1940, Hotstream Heater Co., Cleve- 

land, bought a building and quickly 

learned it would eventually prove 
inadequate for office facilities. The com- 
pany continued to grow; the office staff 
swelled, too, and existent working con- 
ditions were far from the modern trend 
in comfort and efficient layout. 

Desiring to alter these conditions for 
the better, Hotstream management found 
their thinking blocked by the physical 
features of the building. <A thick fire- 
wall, for instance, on the factory side 
of the office was very impractical to 
remove. Because of a desire to hold 
expenses to a minimum, the old office 
structure could not be completely de- 
molished, nor could the personnel be 
removed to other premises during the 
alterations. 

“We found we had to retain almost 
to the inch, the same old office area,” 
explained Ralph R. Mendelson, vice 


president of Hotstream, “and yet had 
to increase its comfort and layout poten- 
tial for efficiency almost 100%. We had 
one of our draftsmen draw up a plan 
incorporating many features we desired 
and called in a contractor to diseuss 
costs.” 

Not entirely satisfied with the way 
the remodeling project was developing, 
Hotstream then went to a Cleveland 


Before (above) and 


views of the 
general offices of 
Hotstream Heater 


Co., Cleveland. 


after 
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To make your work look better... 





Make You look better... Always use 


ONGHORN 


CARBON and 
RIBBONS 


You'll get praises from the boss— 


you'll look sharp, be sharp— 





when you use Longhorn Carbons 
and Ribbons. They give your 


work thai extra sharp, extra clean 





neat appearance that wins friends 
and influences raises! 

Longhorn Carbon is made in the 
exact weight and finish to suit 
your style... Longhorn Ribbons 
have six degrees of inking—one 


of them just right for your touch. 


Boost your work and boost yourself—ask 
your office manager to buy Longhorn 


Carbon and Ribbons for your office! 


Have You Sent for 


Your Copy of | 
WHAT'S YOUR BRAND? fa, 
You'll find it forcinating | MCO | 


somely illustrated little 
booklet giving unusual 


facts about famous AMERICAN CARBON 


Southwestern cattle 


fo mall you w empy a PAPER MFG. CO. 


your request. 








industrial designer specializing in offices, 
Leon Gordon Miller. He studied the 


old office blueprint and new draftsman’s 
layout, and went to work tailoring the 
requirements to the limitations. 


“Very high on our list of needs,” con- 
tinued Mr. Mendelson, “was that the 
area, roughly 21x110 ft. with an un 


A wall-shelf in the 
bookkeeping depart- 
ment serves as desk 
area for operators 
af smaller machines 
while stands hold 


larger machines. 


This area in the ad- 
vertising department 
has built-in shelving 
and drawers for easv 
handling of promo- 
tional literature. 


usually high ceiling right under the 
root, be completely sealed off and air 
conditioned. In this industrial section, 
with railroads, factories and intense city 
heat several months of the year, we 
found the dirt and temperature almost 
unbearable. We had to send office per- 
sonnel home when the heat made work 
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Success story repeated—for 52nd time! 


Develop 


selected by largest 
U. S. corporations 


DEVELOP Combi — the machine that has revolutionized 
office copying in 52 countries since its introduction in 1949 
— is scoring another quick success in the U.S.A.! Several 
of America’s best known industrial and financial corpora- 
tions*— companies that never buy anything without 
exhaustive and impartial tests — have already installed 
DEVELOP Combi. Others are ordering this compact, eco- 
nomical machine that makes finished photocopies up to 
14” wide and up to any length, from white or colored 
originals, in seconds. DEVELOP Combi exposes, develops, 
prints sharp, clear, perfect copies .. . on all types of stock. 
Choose from four models that will copy even thick books 
without losing the margin! Seeing is ordering. Call for 
demonstration or write for folder. 

"Names on request. 


SOLE 
COPEASE cao 
U.S.A. 


270 PARK AVENUE, NEW YORK 17, N. Y. © TELEPHONE PLAZA 3-6493 
Some territories still available 
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L. R. Mendelson, president, Hotstream Heater 
Co., uses a modular style, U-shaped desk. 


untenable.” 

Mr. Miller recommended that the out- 
side wall windows be double hung with 
glass block; other walls were insulated 
away from the factory and a false ceil- 
ing installed that made a plenum of 
the space between the ceiling and the 

‘i 


Above: Incoming correspondence entering a 

private office in a manner that prevents in- 

terruptions. At right: Sliding, adjustable 

shelves hold forms, etc., directed to factory 
foremen and supervisors. 


roof, helping to simplify the air condi- 
tioning problem. All work was handled 
in such a manner that, at all times, office 
personnel could remain within the build- 
ing (sometimes working in a_ factory 
area) and all utilities and ordinary com- 
forts were retained. 

The old office had a corridor along 
one side. The new facilities ineluded a 
corridor, midway between rows of in- 
dividual offices, to the general office 
which was moved from the front of 
the area to the rear. Faced with smaller 
individual rooms, the problem was , 
how to fit working needs to standard 
office facilities on the market, within 
definite physical boundaries, and includ- 
ing a larger office staff than normally 
found within such an area.” (Usually 
18 women and eight men, the latter 


including the president, vice president, 
secretary-treasurer, sales manager, en- 
gineer and two in the purchasing de- 
The answer lay in tailoring 


partment. ) 
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No Postage 
Bargains...du¢ 


INSERTING: MAILING 
| MACHINE 


Cuts Mass Mailing Costs By as Much as 80% 


Every time INSERTING 
AND MAILING MACHINE 
goes into action, users save 
money ... often as much as 
80% of mailing costs. Because 
this magic machine does every- 
thing . . . gathers enclosures, 
inserts, seals, prints postal in- 
dicia, counts, stacks, . . . all 
without spoilage or waste. 


CASE HISTORY #35 
sites, Farm Bureau Life Insurance WE WILL BE GLAD TO SHOW YOU 
Ni. 


ee of Suteames. exactly how much you can save the 


Inserting and Mailing INSERTING AND MAILING MACHINE 
Machines. Each has paid way. Let us make a test run on your 


next mass mailing. Write us. 


INSERTING AND MAILING MACHINE COMPANY, puiciirssurc, new seeser 


e COUPON e 


INSERTING AND MAILING MACHINE CO., Dept. OF. 
PHILLIPSBURG, NEW JERSEY 


[J] Send booklet—-Reducing Mailing [] We would like to test the economy 
Costs by 80%. of the Inserting & Mailing Machine 


Individual 


Z 























z ——— 2 1 — 
GATHERS ENCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA COUNTS & STACKS 
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WAUSAU IMPRESSION 


fer 


i. 


ae 
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Spirit or £elatin Proce 
MIMEO, WAUSAU DUPL 


Impression Paper line for offset, Stencj] 
SS. WAUSAI 
ICATOR and WAUS AU LEDGER 


PAPERS 


Seer J 


Wausau anticipated every office need in designing the 


duplicating, 
BOND, WAUSAU 


are &enuinely watermarked and each js “specially pre. 


Pared for clear, sharp, €4Sy-to-read impressions. EXACT 
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Marked Papers... 


Operation. 


Use Wausau Impression Papers to get 


EXACT DU 
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gid for high speed 


and make the 


best impressions. Make your own tests. Ask your dealer 


for Samples of Wausau Impression Paper best Suited 
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office furniture to certain space limita- 
tions and job requirements, in physical 
structure, 

“Working with Miller,” said Mr. 
Mendelson, “we found the overall cost 
exceeded slightly what it might have 
with a general contractor alone 
but, dollar for dollar, we think we got 
more satisfaction in every respect. Work 
was begun in early ‘51 and the rear 
half of the office was finished in about 
four months. Approximately $40,000 
Was spent, not including standard equip 
ment or any of the furniture. The latter, 
including some standard furniture and 
all the custom-built fixtures, came to 
about. $10,000.” 

In offices for key personnel, desks 
were built to fit the worker and space. 
The president, L. R. Mendelson, works 
in an awkwardly shaped U that places 
broad expanses of work surfaces at his 
disposal within fingertip reach of files, 
dictating equipment, telephone and sun- 
dry other facilities. The vice president 
and sales manager's offices, side by side, 
have L-shaped desks that include files 


and all other pertinent facilities. 


Between the latter two offices, each 
121%, x 9 ft., is an accordion-t ype door 


A conference and 
directors’ room in 
limited space with 
custom made table 
of Honduras mahog- 
any made by Frank 
Scerbo & Sons for 
Liberty Mutual Insur- 
ance Co., Charles- 


ton, S.C. 
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that can be opened to make the two 
areas into one for conferences and the 
like. The viee president has a desk 
feature that allows him to sort cor- 
respondence for the entire office into a 
filing drawer and distribute it to other 
personnel when desired. The corridor 
wall of his office has a_ slit-opening 
through which incoming correspondence 
can be dropped into an inside basket, 
permitting privacy inside’ without 
routine interruptions. 

Office departments such as bookkeeping 
and advertising include custom-built 
desks or work areas that run along an 
entire wall, giving working surtace for 
numerous machines and personnel, 
and/or allowing a large working area 
for someone who might wish to do a 
special job. Other office features in- 
clude tucked-away racks for storing 
correspondence to factory personnel 
near a factory entrance, and racks for 
holding dictating reeords between re 
cording and transeribing. 

The general office area was greatly 
improved as to lighting, temperature, 
individual working area and oreaniza- 
tion. Here, mostly standard © office 
equipment was found to be adequate to 





INCREASED TYPING PRODUCTION ? 
... BETTER OFFICE MORALE? 





If your typewriters are five years old and you intend to keep 
them five years more, take a pencil and write on your memo 
pad the following: 


““Keeping my typewriter 10 years instead of five saves 
only a penny a day per typewriter. Question: Is it worth it?” 


Frankly, no. Trade in at five years for new, really modern 
Royals and you will get more work done faster. Your 
secretaries will thank you. You’ll have fewer service calls. 
You'll get cleaner, crisper, better-looking letters, memos, 
and reports . . . work, in short, that is indicative of the pride 
you have in your own company. 

But over and above that, for the penny a day you spend, 
you get another invaluable return. This is pride of accom- 
plishment, the joy typists take in turning out good work 
easily. Which, in fact, is another way of saying ‘“‘better 
office morale.” 

Royals are the finest, most rugged precision writing ma- 
chines ever built. They must perform better, because in 
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business they are preferred 214 to 1 by people who type. 
They have many advanced features found on no other 
typewriter. 


Write or call your Royal Representative. He’ll bring a new 
Royal to your office and show you its superiorities and 
explain the details of the 1 cent a day story. 


(R 
CYA STANDARD « ELECTRIC + PORTABLE 
Roytype Typewriter Supplies 


CALL YOUR ROYAL REPRESENTATIVE 
(He’s listed in the Classified Telephone Directory) 
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| LIKE IT — FROM COVER TO COVER 


Never had a booklet read so 
fast and tell me so much! 


PRINTER 





IT’S INTERESTING — ALL THE WAY 


I got more information in less time 
than ever before. 


PURCHASING 


| THINK IT’S 
PERFECTLY FASCINATING! 


Before I knew it I had read the 


whole book — and | learned a lot. 














EASY READING ... 


and interesting . . . because it 
takes them behind the scenes 
and shows them how U.S.E. 
makes sure they each get the 
quality feature each wants in 
an envelope. 





It’s FREE to you. . 


It will help you save time, save money and make the 
best impression in your mailings and packaging, because | 
it tells a story that will convince anyone that there is 
greater security, longer life and more real economy in 
controlled quality envelopes, as made by U.S.E. Ask 
your envelope supplier for a free copy. 

UNITED STATES ENVELOPE COMPANY 


— «i SPRINGFIELD 2, MASSACHUSETTS 
E-2A2 ¥8 USE 


Divisions from Coast to Coast 
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the circumstances. It also includes a 
segregated office supervision room, with 
half-glass partitioning that affords a 
view of all office procedure. 

Finally, although first viewed when 
anyone visits the offices, the reception 
area was greatly improved in comfort 
and appearance. It includes a corner 
table for magazines and lamp. <A_ nice 


decorating touch that one immediately | 


spots when entering is the standout, 
dark lettering of office personnel names 
just outside the entrance to each in- 
dividual office. 


Machines Let 
Bank Expand 


(Continued from page 23) 


operations a complete check-up can be 
made. These tapes are dated at the end 
ot the day and filed as a permanent 
record. In the event of a 
complaint or question, we can refer to 
them. 

Cashed checks are automatically re- 


corded and accumulated on a separate | 


tape. This means that the proof de- 
partment can take cashed checks from 
the tellers at any time, instead of hav- 
ing to wait until the end of the day. 
There is a_ total for deposits too which 
must tie in with the proof department’s 
figures. Separate totals for cash in, cash 
out, and miscellaneous transactions en- 
able the teller to prove the day’s work 
immediately. All he has to do is count 
his eash and check his figures against 
the machine totals. 

All’ incoming transactions including 
mail, bank clearings and counter work 
from the tellers are put through our 
proof machines. All items are sorted by 
the proof machine into 20 distribution 
compartments, with each compartment 
having a separate and individual total 
of it own, thus establishing a complete 
control over all out-going items and 
clearings, items on our own bookkeep- 
ing department, tellers’ cash control, 
transit checks to banks over the eoun- 
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eustomer’s | 





GIVES YOU 


ALL-AROUND STAPLING 


PERFORMANCE 
THE OFFICE 


| 


No. 202 

Standard 

HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 lb. bond. 


ee 


, No. 105 
Standard 
4-WAY MACHINE 
Stapler, Tacker, Plier, Le 


Temporary-Permanent Stitch. © \*) 


PLIER TYPE HAND STAPLER 

Compact, portable for stapling papers 

at files and other hard-to-reach places. 
FILL IN COUPON AND MAIL 


A A Sy UE GE Gr GEN) RES eee 
Arrow Fastener Company, Inc., Dept. O 
One Junius Street, Brooklyn 12, N. Y. 


Please send literature on your office staplers | 





STOCK 
3 WEIGHTS OF 


Meet ALL requirements 
of ALL typewriters 


WHY Stock 34* Carbon Paper Items? 
WHEN NEV-R-KURL UNIVERSAL 


...Can Be Used on Standard, Noiseless and Elec- 
tric Typewriters 


... Cuts Dealer Carbon Paper Inventory 

... Slashes Investment in Stock 

... Simplifies Purchase for Dealer and Customer 
... Saves Customer Office Supply Space 


New inking makes NEV-R-KURL UNIVERSAL wear | 


TWICE as long. This all new smudge-proof carbon 
paper will continue to give clear, legible carbons 
long after the ordinary paper would have been con- 
signed to the waste basket. 


NEV-R-KURL UNIVERSAL will not curl or wrinkle 
under any conditions—it's plastic backed. 


Dealers can increase carbon paper profits, cut their 


costs and the costs of their customers to make more 
sales. Let us tell you the rest of the story. Write to: 


“Dealer Average 
L. A. PHILLIPS, President ‘a 
/] i} CARBON PAPER 


PROCESS /CO. 192 mus 


prorves 
Treeweirea 
wiepon 





| 
| 
| 
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try and our own general ledger. 

We employ the dual bookkeeping sys- 
tem in which a pair of bookkeeping ma- 
chine operators handle the same set of 
accounts, one operator posting transac- 
tions to the customer’s ledger account, 
the other posting to the customer’s state- 
ment. At our Hyattsville center we have 
21,000 accounts broken down alpha- 
betically among 9 pairs of operators; in 
Silver Spring 25,000 accounts are di- 
vided among 10 pairs of operators. 

A comparison of totals gathered from 
the bookkeeping machine operators 
working in pairs on the same set of ac- 
counts should agree daily. Three totals 
have to agree with each other: total new 
balances, total of checks drawn, total of 
deposits. If total checks or total de- 
posits do not agree, the new balance 
will not agree and in this way an error 





IN THE NEXT ISSUE 
sv 
A SYSTEM OF 
RECORDS 
MANAGEMENT 


including all forms and complete 
procedures for active and _in- 
active records — adaptable to 
most offices. 
Ww 
WATCH FOR THIS FEATURE 
IN THE DECEMBER ISSUE OF 
THE OFFICE. 
sv 
Manufacturers of stc 
filing systems and supplies should write 
at once for advertisina information to 


Office Publications Co., 270 Madisor 
Ave., New York 16, N. Y. 


rage Tiles, sneivina, 
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a. do more 


ave O9 i i he on 


than five people — 


WITH FACIT! 


Vv 

V 
\\ With Facit — the world-famous Swedish, 
My \ fully automatic calculator — you can cal- 





culate 5 to 10 times faster than by ordinary 
Calculate with your left band. methods. Anyone can calculate anything, 
Write with your right. thanks to Facit’s simplified easy-to-learn 
10-key system. Touch-operate with the 
left hand, and check with the right. A 
Facit very soon pays for itself because it’s 
the least expensive machine in its class. 
Save money and energy — calculate with 
a Facit. 


AKTIEBOLAGET ATVIDABERGS INDUSTRIER 


CALCULATOR moor IN sweven 


World's most exported calculator 
FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 
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AGNE~ DE 





VIS 3-8.1-E 


AT THE TOUCH Pt 
of your fingertip, magnetic 
force makes a whole sectiof 
Magne-Dex cards fan out ang 
position for quick spotting of 
tion you want. Hundreds of titles ‘visible few 
minutes. All this speed, plus the space economy of vertical 
filing! You can save up to 20% on elerical costs the Magne-Dex 
way, and your filing personnel will be the first to thank you! 
Check Magne-Dex features and you'll see why Magne-Dex 
stole the show in visible filing at the N.S.O.E.A. Show. 

Write for FREE illustrated brochure. A limited number of Magne-Dex 

franchises are available to Grade A dealers only. 


BUSINESS EFFICIENCY AIDS 





spots 
15-18 cards 
at a flick of 


+ DENTAL RECORDS 
« INSTALLMENT RECORDS 
+ ORDER REGISTER 


@ 8114 LAWNDALE AVE., SKOKIE, ILL. 


in posting is quickly discovered. 
Our old bookkeeping machines had a 


moving carriage and an operator had to | 


| a TOPHAT 


doesn't make 


select by column the posting of each | 


transaction. Opportunity for error was 


greater. In the new machine the depres- | 


a man 
out of a monkey... 


sion of a key determines the column to | 


be posted. In the event of a posting 
error such as $44, for example, instead 


of $4, a check correction key or a de- | 
posit correction key may be depressed | 


and the error rectified in the same 


column. The bookkeeping machines have | 


eut the training period of our operators 
considerably. Training an operator now 
entails instruction regarding the check- 


key and deposit-key and a series of | 


BE SURE YOU GET 
THE ORIGINAL 


ERASERSTIN 


steps that takes about 30 days hefore | 
we have a competent operator. Speed | 


and output are accelerated with experi 
ence. 

The high production and eflicieney 
possible on our bookkeeping machines 
make possible taking two trial balances 
a month, we now have additional 
time. A mistake is more readily diseov- 
ered when we do not have to go back 
over too long a period. 


as 


keeper handles each day. By means of 
these indices we are able to allocate a 
steadier and more even flow of work 
for each bookkeeper, thus no one book- 


keeper is overwhelmed with an unduly | 


The machines | 
register the number of items a book- | 


Putting a wood case around 
an eraser doesn't make it an 
EraserStik. It has to have the 
EraserStik name on it. 


We INVENTED — ond 
still produce—the world’s 
finest pencil-shaped eraser. 
Cleans quick and slick because 
it has the famous A. W. Faber 
erasing stock. Erases pencil, 
ink or typewriting without 
digging into the paper. 
Sharpens with knife or me- 
chanical sharpener. Typists, 
clerks, bookkeepers and 
accountants are crazy about 
EraserStik. 


If your own Dealer 
doesn't carry EraserStik, 
please write to us direct. 





AW FABER-CASTELL 


The author is shown watching the operation | 


of a National Cash Register proof machine 
at Suburban Trust Co., Hyattsville, Md. 
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large number of postings or transac 
tions. The machine also provides the 
number of accounts that have moved 
daily, which further indicates the 
amount of work that an operator han- 
dles. 

Our ledger card furnishes us with the 
information required by our analysis 
clerks in computing service charges. 
Like many other banks we permit a 
checking account customer a number of 
items per amount of balance. We feel 
that only through the use of mechanized 
up-to-date equipment has it been pos- 
sible to keep apace with our growth 
and still stay within proportionate per- 
centages of costs of operation. Our as- 
sets rose from $7,000,000 in 1937 to 
$67,000,000 in 1951. As our expansion 
continues during the coming years, we 
know that these machines will serve with 
the same efficiency and dependability as 
they have in the past. 

Our purchase of 41 new teller’s ma- 


POSITIVELY 
WILL NOT HARDEN ON 
PAD IN ANY CLIMATE! 


OFFSET... 
N SMUDGE... 
SLIPSHEETING 


New Canode DRI-RITE 100 is 
the finest easiest-to-use duplicat- 
ing ink you can buy! On mimeo 
bond (and some rag stock) it 
dries as it stacks. New formula 
and processing give sharp 
BLACK reproduction SAFELY 
. on open or closed drum du- 
plicating machines. Will not clog 
pads, harden in cylinders or 
damage stencils. Performance 
GUARANTEED! 
1-lb. FLAT or ROUND CAN 
Va-lb. PLASTIC SQUEEZE DISPENSER 


Write for name of nearest jobber! 


INK SPECIALTIES CO., INC. 
523 N. HALSTED ST., CHICAGO 22, ILL. 





chines completes our installation and 
puts in the hands of our tellers equip- 
ment that will dispatch with accuracy 
and speed the daily transactions arising 
from their contact with our eustomers. 


Offices Due for Big 
Change in 25 Years 


WALTER H. WHEELER JR. 


President, Pitney-Bowes, Inc. 
Stamford, Conn. 


HE NEXT 25 years will see radical 
changes in the methods and systems 
of the offices of our nation. IL be- 


lheve these changes are inevitable be- 
cause the conditions we have in our 


| offices now are already unsatisfactory 
| and will rapidly become intolerable. 


Fifty years ago it would have been 


| ridiculous to conceive of a time when 


the sheer volume of paper in a business 
could be a problem. Today, worried 
managements, surveying the jungle of 
filing cabinets closing in on them, are 
calling in consultants to survey the 
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Palla 


M&V Silk Spun Typewriter Ribbons 
are made to exacting specifications 
that mean premium performance and 
lasting service. Try a Silk Spun ribbon 
for your most particular typing jobs. 


GREAT NAMES 


DESIGNED TO SATISFY 
THE MOST PARTICULAR 
TYPIST! 
+ Clean-Edge, Cut Corner Convenience 
+ Smudge-Free 
+ Multiple Copies Print Sharply 


+ Greater Durability 


¢ Slip-Proof, Miracle Tone, Curl-less Back 


Looking for the ultimate in carbon paper 
perfection? Try M&V Silk Spun. Silk Spun’s 
Miracle Tone back treatment guards against 
both curling and slippage. Silk Spun’s unsur- 
passed manifolding quality makes possible 
more clear, clean copies than ever before. 
And your typists will enjoy clean hands and 
faster paper handling thanks to Silk Spun’s 
clean-edge, cut corner features. Try M&V 
Silk Spun carbon paper in your own office, 
on your own work. Send for free samples! 


Vv | Send for FREE samples! 


FOR SPARKLING PERFORMANCE [9/7 Al MITTAG & VOLGER, INC. 


nf 
i 
L4 MRA 


x y f ( . 
M 
| | | 
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&€ PARK RIDGE, NEW JERSEY 
Vv RUSH SAMPLES IMMEDIATELY 
tise 2 Regular ([] Noiseless [] 
Electric (] typewriter and usually make copies 
Name 
Address 


City 





LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 


Wraps are exposed to air 
and light. Employees do not face the weather 
in damp wraps that have been crumpled in 
dark lockers — do not eat soggy lunches, 
soaked by wet hats or gloves, Each person has 
his own spaced coat hanger, ventilated hat 
shelf and 12" x 12" x 15" deep lock box for 
lunches, tools and personal effects. 


Lockerettes save space too... the No. 6-12 
(2 column) accommodates 12 people in 6 
feet; the No. 9-18 [illustrated) accommo- 
dates 18 in 9 feet. 


More salable because they keep wraps 
“in press.” 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN OL-10 


VOGEL-PETERSON CO. 


1121 West 37th St. Chicago 9, Ill 


| 





problem and recommend solutions. 

Between 1940 and 1950, clerical and 
kindred workers increased 55% in total 
numbers—from 4,381,000 to 6,776,000— 
the largest percentage increase of any 
of the major occupations classified by 
the Bureau of Census. Not only did this 
group increase sharply in numbers but 
its gain as a proportion of our total 
working force was higher than any 
other group, up 24% in the ten year 
period. Over 12% of all workers in the 
country today are office workers. This 
is a larger proportion of the total work- 
ing foree than is represented by any 
other homogeneous group excepting in- 
dustrial workers, the proportion of 
whom to all workers has remained about 
static in the ten year span. 

All this clearly evidences that offices 
are growing and expanding at a rapid 
rate. Complicating the growth prob- 
lem is the fact that we don’t have and 
won’t have the normal number of pros- 
pective office employees coming of age 
for the next five or six years because of 
the low birth rate in this country dur- 
ing the depression of the 30’s. Finally, 
there is the equally obvious fact that 
office work today is not the most attrac- 
tive calling in the nation. There was a 
time when office work had prestige and 
dignity but, in all honesty, we must 
admit it has lost a good deal of both in 
the last 20 or 30 years. Today office 
workers are frequently restless and in- 
creasingly are a personnel problem. 

Let us pause for a moment in this 
catalog of troubles to ask how we got 
that way. One very obvious reason is 
simply growth. Most have 
grown substantially in the last genera- 
tion and it is only natural that the office 
function —accounting, tabulating, record- 
keeping of all kinds—should have 
grown, also. But there is more to it 
than mere growth. Quite apart from 
¢rowth, business is becoming more ¢om- 
plex in this age of science and_ spe- 
cialization. In any given business, there 
are a far greater number of facts and 
figures we must have in order to man 


businesses 
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THE OFFICE 


Instructions 
mounted on 
machine - 

all controls 
clearly marked 


Completely new 


A.B. DICK SPIRIT DUPLICATOR 


—meets demand for low-cost copies—for daily 
or infrequent use—makes everyone an expert 


Sales of the new A. B. Dick spirit 
duplicator have doubled and then re- 
doubled the forecast. Why? It could 
be the genuine ease of operation this 
machine affords. Seven out of eight 
who have never used a duplicator be- 
fore learn how to produce _ profes- 
sional-looking copies in less than five 
minutes. It could be such features as 
the visible fluid supply and the large 
capacity feed table that loads up to 
225 sheets with the flick of a lever. It 
might be the fine legibility of the 
copies—sharp and clear from first to 
last and delivered face up in the 


AB DICK 


November, 1953 


receiving tray. It could be the sturdy 
construction that means day in and 
day out dependability of this machine 
and the fact that it is always ready. It 
could be the smooth styling by Walter 
Dorwin Teague. There are scores of 
reasons for the instant popularity of 
the completely new A. B. Dick spirit 
duplicator. For more information 
without obligation, simply mail the 
Information Coupon below. 


eeeeveeveeveveeeeeeeeeeeeeee 828 
INFORMATION COUPON 


~ 

* 

* For more information about the 

s new A. B. Dick spirit duplicator, 
simply clip the coupon to your 
letterhead. Add your name and 
mail to A. B. Dick Company, 
5700 Touhy Avenue, Chicago 31, 
Illinois. 0-1153 








New: “Punchless” Binder 
Saves 80% in Time 


Look- No Holes ! 





SLIDE LOCKS CLOSED 


Compare any other method of 
binding with the new, revclution- 
ary ‘“Punchless’. Zip — it’s open! 
Zip — it’s closed! No time wasted 
punching holes and messing with 
“gadgets”. Papers are bound or 
released by merely pushing two 
slides. 

The “Punchless” Binder is 
ideal for file folders, sales and 
service bulletins, catalogs, price 
lists, house organs, etc. Letter or 
legal size in red, black or grey 
with ‘‘Punchless” clip at top or 
side. Order from your supplier or 
write to Cushman & Denison Mfg. 
Co., Dept. 0-12, 153 W. 23rd St., 
BAY. th 8% 


CADDO 


“?UMCHU TESS” BSINO TR 





age intelligently. 

In our unceasing efforts to brine 
logie and efficiency to all divisions ot 
our corporations, we have more paper 
work. There are invoices, job orders, 
warehouse receipts, bills of lading, acei- 
dent reports, payroll forms, inter-office 
communications, inventory — estimates, 
budget estimates, plant newspapers, 
bulletin board notices, records of every 
description and, of course, pink, blue, 
yellow, green, orange and purple ear- 
bon copies. That is amusing, but it is 
also serious business for this mountain 
of paperwork has made possible much 
of the growth in our economy that has 
taken place. In every phase of our 
operations today paperwork is essen- 
tial. It enables us to measure markets 
and cultivate them with advertising. It 
enables us to co-ordinate complex pur 
chasing and inventory and production 
schedules with sales performance. 
Paperwork is vital in the job of com- 
petitively producing and distributing 
goods, for in business management we 
must know more today than has ever 
been necessary before. The office is a 
complex thing itself and the office fune- 
tion has literally spilled all over the 
place. Manufacturing operations, to take 
an example, have considerable office 
work now, and_ handle increasing 
amounts of paper. 

All of this has happened without 
many in top management quite being 
aware of its significance. It is only rela- 
tively recently that we realized we must 
be concerned about the efficiency of 
paperwork as a result of constantly in- 
creasing the efficiency and productivity 
of manufacturing and sales. We. still 
haven’t begun to realize the cost cutting 
and efficiency which we can have in office 
operations. 

Most managements accept the fact 
that a machine costing $15,000 or $25,- 
000 is a good investment if it cuts a 
few pennies off a large enough manu- 
facturing operation. We need only to 
walk through a factory to see how 
widely this principle js aceepted. But 
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3 low-cost mimeographs 


.-- all are used for producing colorful direct mail— 
illustrated catalogs—publicity releases—morale build- 
ing house organs—hard-hitting sales contest mate- 





rial—plus price lists, ruled forms and scores of other 
things in sharp, clear black and multiple colors. 


.-. all have the ease of operation and long-life con- 
struction that have characterized A. B. Dick® mimeo- 
graphs for nearly 70 years. 


.--all A. B. Dick mimeograph products are for use 
with all makes of suitable stencil duplicating products. 


For more information without obligation simply mail the coupon. 


A-B-DICK 


THE FIRST NAME IN DUPLICATING 





A. B. DICK COMPANY 
5700 Touhy Avenue, Chicago 31, Illinois 


Without obligation please send me more information about your 
low-cost mimeographs and samples of MODERN mimeographing. 
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now! DIRECT RECORD 
COMMUNICATION with 


Transmits facsimile data 
instantly... 


dimes ROUEREIGERS 7 = 
Endorse Luter: Faces 
A (HOUR 4 TERUG 48 





anywhere... 


without costly 


re-copying! 








Downy 0 the Vaud Race: 
169 COURS, We TRE 


It's Science's newest communication miracle! 
FAXCOA electronically scans and transmits any- 
thing typed, written or drawn to any number 
of points, near or far, over wire or radio, dupli- 
cates any business report on the spot without 
intermediate steps. Error-proof, since FAXCOA 
duplicates electronically — directly from the 
original! 

SPEEDS PRODUCTION . .. CUTS COMMUNICA- 
TION COSTS ... frees personnel for other work! 
FAXCOA eliminates slow manual operations .. . 
needs no skilled operator. Fully automatic the 
moment control is set. FAXCOA cuts personnel 
and messenger service costs . . . gets information 
where it’s needed, when it's needed! 


Several choice distributorships still available 


WINCHESTER INDUSTRIES, INC. 


A 3-WAY 
WONDER! 
FAXCOA 
can be 
used as 


1) an intercom 

system be- 

tween various 

points ina 

" single plant for 

speedy, accur 

ate production and inven- 
ito} m amore) oh bce) | 


2) a communication sys 
tem between headquar- 
ters and branch offices, 
warehouses and _ stores, 
operating on a wire or 
microwave circuit 


3) a simple office dupli 


vole te) 
YOU'LL WANT MORE IN- 
FORMATION ON THIS 
AMAZING NEW COM.- 
MUNICATION SYSTEM 
be for bulletin giving 

1] - 


par ars today 


36 River Edge Road, River Edge, New <i 
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in many of our businesses we have not 
realized that unit operations in our 
offices have grown large enough to jus- 
tify the same principle being applied. 
In the same company where a_ plant 
manager has no trouble getting a $250,- 
000 equipment budget, the poor office 
manager likely has to sweat and strain 
to get a small fraction of that amount 
for his vearly needs. Today the capital 
investment for industrial equipment 
runs from two to 20 thousand dollars 
per worker, with an average in_ the 
neighborhood perhaps of ten thousand 
dollars. It is doubtful if our equip- 
ment per office worker averages as much 
as a thousand dollars per worker. 
Office work is no more than a manu- 
facturing job in a different setting and 
the same opportunity exists for cutting 
office manufacturing costs that exists in 
the factory—more, in fact, since we are 
so far behind. We manufacture a letter. 
Its cost depends on the equipment we 
use to manufacture it. If we use the time 
of two persons to get it ready to put on 
paper, that’s waste. If it is typed on 
an out-moded, slow machine, that’s 
waste. If we lick and_ stick stamps, 
wet the envelope and seal it, that’s 
waste, too. There are many other more 
complex manufacturing operations in 
the office. When you get into the ¢om- 
plex phases of accounting and_ billing 











Arthritis 4 Rheumatism Foundation 
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shows how 
to cut cost 
of making 

COPIES 





Cut costs, speed up paper- 

work! Get free samples of 

letters, forms, and drawings 
on Fox River’s new cotton-fiber translucent 
bond, See scope and sensational savings of 
diazo-copying — using light-passing Fox River 
paper — with machines such as Bruning, 
Ozalid, Paragon-Revolute, Pease. 


No stencils, no proofreading . . in only 
seconds you make clear, errorless facsimiles 
of anything printed, typed, drawn, or hand- 
written — DIRECT from your regular original 
copy — at a cost of about 1!4c each! Write 
for free kit today. —_ 

18 So. Appleton St. 


Fox Riven Paper Corp.,  Appteton, wis. 


Fine Cotton-Fiber Papers for business, social, and 
advertising use . . . since 1883, Ask your printer. 





and record keeping, there are countless 
places where waste is tolerated, unrecog- 
nized. 

The human problems accompanying 
office work today are closely related to 
the machine problem. Office workers 
are not too happy with their lot and 
are a source of increasing human rela- 
tions problems. Of the many reasons 
for this, not the least is the fact that 
most paperwork is wearing, tiresome 
and repetitive; even more so than much 
factory work. Consequently the tread- 
mill of office routine is less and less at- 
tractive to a younger generation which 
has a rising proportion of high school 
and college graduates with greater psy- 
chological resistance to drudgery jobs. 
In large part, resistance to office em- 
ployment and office work after employ- 
ment arises because too many tedious 
office jobs are still done by methods that 
are archaic and have not changed basi- 
cally in a hundred years. 

Another aspect of office work that is 
worth noting is compensation. I think 


office work a generation or more ago 
was better paid than factory work. In 
the late 30’s and early 40’s, the reverse 
was true. Within the last two or three 
years, office pay scales have been in- 
creased substantially, largely because of 
the shortage of clerical employees. | 
believe the factory and the office worker 
are more nearly equal now than they 
have been in a long time. These in- 
creases to office workers make it more 
pressing than ever that management 
make it possible for them to become 
more productive. Machines make more 
possible the application of incentive 
plans in the office. In our own offices we 
have been introducing direct incentives 
for the last several years, and they have 
worked very well. 

With al! the promise which machines 
bring, however, remember that the of- 
fice morale problem has a third dimen- 
sion not directly related to machines or 
pay. That is human relations. Our ex- 
perience in industry with factory 
workers should have taught us that peo- 


A PEDIGREED BAND 


&; 


— 


OUTSTRETCH .. . OUTLAST . 


PROMPT 
DELIVERY 


or 


-OUTSELL... ALL OTHERS 


Conforms to Federal Specifications 


PLYMOUTH 


RUBBER COMPANY, Canton, 


Mass. 
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YOU CAN 
SPEED YOUR MAILINGS 
WITH 


© 


ADDRESSING LABELS 


Check the “‘extra value’’ features you 
get with Dennison ADDRESSING 
LABELS: 


* Clean-cut perforations free from 
dust and pods. 


* Accurate spacing for easy typing. 
* Dennison quality gumming. 


* Type 33 labels with one insertion 

in typewriter. Make carbons if Typewriter size sheets, 815” x 

wanted. 11”. Thirty-three labels to a 
sheet, label size 2 13/16” x 1”. 

* You can make multiple copies on Convenient 25 sheet or eco- 

duplicating machines. nomical 500 sheet packages. 


Order Dennison Addressing Labels from your stationer today. 








S : 
RVWVVOOY Framingham, Massachusetts’ 
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Hamer» CALCULATORS 


Available in various models offering: 

"  SHORT-CUT MULTIPLICATION 
AUTOMATIC DIVISION 
MULTIPLICATION OF QUOTIENTS 
BACK-TRANSFER 


Electric models equipped with universal motors, 
adjustable for all voltages and frequencies. 


N linimum of mechanical service. 


Latest development: 


fiamann 300 


with simplified key-boatd. 


HAMANN catcutatinG MACHINE CO. 


2118 LAND TITLE BUILDING, PHILADELPHIA 10, PA. 


@ dealers wanted where not yet represented @© 
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ple can still be uncooperative and sour, 
regardless of physical working eondi- 
tions and good pay, unless they are 
treated with consideration. I believe 
office employees have been too much 
ignored by top management. We have 
taken them too much for granted. They 
hegan with an advantage over produc- 
tion workers in the shop, originally. 
Group insurance, hospitalization and 
other benefits all were in effect in offices 
hefore they were in the factory. But 
these differentials are largely gone to- 
day. 

Office workers, like factory workers, 
need to know more about the business 
they work in, more about the relation 
of their jobs to the whole prosperity and 
funetion of their company, more about 
the economics of business life. They 
need recognition, just as the factory 
worker They need the dignity 
that from encouragement and 
consultation. 

Office supervisors 
human relations and 


does. 


comes 


training in 
and 


need 
psychology 


leadership every bit as much as fae 


tory foremen need it. In many cases, | 
don’t believe they get all these things. 
It seems obvious to me that a revolution 








“I could find that folder in a jiffy, if 1 
could find the files.” 
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ATLAS 
VERTICAL FILING 
SavesTIME & MONEY 


NEGA-PLATE 
HANGER 


For users of 10" offset 
plates and negatives. 
Gives tops in 
protection and 
accessibility 

Two heavy-duty 
envelopes with each 
hanger, printed for 
identification. Fits 
Atlas Deluxe, Twin 
Deluxe or Jumbo 
Cabinets. 


DELUXE FILING 
CABINET 


All-steel cabinet on ball 
bearing casters. Comes in 
three widths to hold 


three sizes of Atlas hangers. 


(Four hanger styles 
available) Holds 300 
offset plates or 500 
stencils. Write 


for complete 


ATLAS STENCIL FILES CORP. 
16728 WESTFIELD AVENUE 
CLEVELAND 10, OHIO 





in office work is overdue. There just 
aren’t enough potential employees avail- 
able each year to keep up with the de- 
mand, assuming we continue to grow 
and prosper as we want to do. Even 
if there were, paperwork has grown ex- 
cessively costly and confusing and is 
getting more so all the time. 

We in American business are justi- 
fiably proud of our record for increas- 
ing productivity in this country, and 
sharing the wealth with an ever-increas- 
ing number of persons. Unless we recog- 
nize the brake that office operations are 
applying to this growth, we cannot du- 
plicate in the next generation what we 
have done in the past. Assuming we are 
serious about the American commit- 
ment for constant improvement, we 
simply must have a revolution in the 
office . . . a revolution that will stream- 
line and reduce paperwork, that will 
increase job responsibilities, interest and 


earnings, that will utilize the machinery 
available and yet to come. Office work 
will grow increasingly important, and 
will assume a more important role in 
almost all organizations. So will the 
experts who do office work and the 
executives who direct their efforts. 

As Peter Drucker has put it: “The 
disillusioned Soviet wit who said 
twenty-five years ago that the inevitable 
development of history was not toward 
the victory of the proletariat, but to- 
ward the victory of the secretariat 
spoke prophetically. This is the new 
class whose members have yet to see 
the whole of which their work is a part 

.. This middle class of technicians is 
the offspring of the mass-production 
principle; they are not orphans, but 
the true inheritors of a revolution which 
they seareely recognize, much less un- 
derstand.” 

—From a talk before the Office Execu- 
tives Assn. of New York last month. 


Cramer 


OFFICE MACHINE STAND 


CONSTRUCTION . . ' , 
i fety domes on feet with special extrusions that 
positively lock the stand to the i 
no swing... nO sway 


and hardwood, 


MeChANISM 


precision engineered of steel 


floor when in use. Absolutely 
- » « even with heaviest loads. 


. . finger-tip lever lifts machine stand off domes so that it may roll easily 
on bal! bearing casters. This mechanism is built-in 


completely concealed and protected 


No projections. Illustrated below is the mechanism of the guard rail, the front view showing 


vise jaws for holding mac 


to the stand 


MACHINE 
HOLDER 
and 
GUARD 


IMMEDIATE 
SHIPMENT 


Yes, it's finger tip! Rolls 
easily on casters and locks in 
working position with clever lever! 





Patent 
Applied for 


bottom picture showing rear view when attached 


Overall top, with drop leaves 
extended, 38°’ wide, 17” deep. 
Center Panel of Top, 20” wide, 
17” deep 

Drop Leaves, 9” wide, 17" deep. 
Height of top from floor, 26” 
Overall leg Spread, 21%’ wide, 
192 


ENLARGED 
VIEW OF 
SAFETY 


a 
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with CONTINUMATIC INKING 


THe OFFrice 


Presenting a new duplicator 


with a world-famous name 


GESTETNER 260 














A truly great 
achievement. . 
continuous, auto- 
matic inking! Just 
set the selector to 
the ink density you 
want, dial the num- 
ber of copies, and 
your Gestetner 
does the rest— 
cleanly, quietly, ef- 
ficiently. 


“Here’s why I like our Gestetner” 


“No more dirty, smudged fingers and 
ink-stained dresses! Although we use 
the Gestetner constantly, my hands 
are clean, my clothes unspotted. You 
just don’t know what a relief it is!” 


November, 1953 


Cuts in half the cost of let- 
ters, forms, reports! You’|| 
be delighted at the 
money and time your 
Gestetner can save. New 
electronic  stenciling 
makes it possible to re- 
produce almost anything 
you wish ...in any of a 
dozen attractive colors. 
And you can _ change 
colors quickly — with no 
need to wash rollers or 
drums! 


Clean, simple to operate! 
Your operator merely 
clips a tube of paste ink 
into the machine —with- 
out fuss or mess. No 
other duplicator ap- 
proaches the Gestetner's 
ease, simplicity and 
cleanliness of operation 
... Yet the Gestetner 260 
costs no more than com- 
parable equipment—why 
not request a demonstra- 
tion today? 


For details, samples and 
the name of your near- 
est distributor, ask for 
the Gestetner 260 Pres- 
entation Folder. Attach 
your letterhead to this 
page ... and send to 
Gestetner Duplicator 
Corp., Dept. 15, 50 Mc- 
Lean Ave., Yonkers 5, 
New York. 


Geilelier- 


Duplicating at its finest. . since 188) 


PARTS AND SERVICE 
FROM COAST TO COAST 





for 
less active 
records 


wrong way 


Records thrown on shelves are hard to 
find, collect dust and take up 50% 
more room. 





SANITARY BASES 


uerter size 9355 
a, LZ | tecat size 9435 
FOLLOW 
0 _-“ cHEcK size 9240 


9O0¢ ADDITIONAL 
Made for any size file 


PRONTO FILE CORE ON 


285 Madison Avenue New York 17, N.Y 








right way transfer to PrONnto 


Records in Prontos can be located in Save money, transfer into low cost 
a jiffy . . . stay neat and orderly. Prontos and use your expensive cabi- 
Doubles your filing space. nets over again. 


storage files 


There is a size made for every office record. These Pronto 
files are sturdily built of 275-lb. test fibre board, reinforced 
with steel on the shell and the four corners of the drawers 
as well. They cost no more than ordinary files! Can be in- 
terlocked into solid units and stacked to the ceiling. Beauti- 
ful in appearance, finished in olive green to match your 
regular office files. Will last a lifetime. 





Prices slightly higher in Texas, 
Colorado and West of the Rockies 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N.Y 





PRINTING CALCULATOR 


Remington Rand, Inc., 315 Fourth 
Ave., New York 10, N. Y., makes the 
Model 99 Automatic Printing Calculator 
with new developments for easier, faster 
and more accurate figurework. Its 10 
key, touch-method keyboard activates a 


high-speed mechanism which automat 


ically calculates, proves and prints on 
tape all pftoblems involving fully auto- 
matie multiplication, division, addition or 
subtraction. No matter how complex the 
factors, the output per operator hour 
lowers costs and amortizes initial invest 
ment over a period well within the long 
life expectancy of the machine. The ma- 


chine’s Simpla-Tape, which provides posi- 
tive proof of figurework accuracy, shows 
only 


essential figures of a problem. 


130 


Superfluous steps are eliminated to facili- 
tate operator checks and increase read- 
ability of the tape for record purposes. 
Individual factors like divisors and mul- 
tipliers are easily distinguishable; sub- 
totals and totals automatically print in 
red. The calculator clears automatically 
at the end of each problem; total or 
asterisk on tape indicates machine is 
ready for next problem. If desired it can 
retain a multiplicand indefinitely for con- 
stant multiplication, an aid where the 
same number is multiplied by different 
factors for separate totals. After multi- 
plying by the first factor, a single de 
pression of the Constant Key re-indexes 
the number for multiplication by the 
next factor. The process is repeated as 
many times as necessary. Total Control 
facilitates accumulative multiplication 
when multiplicands differ and individual 
totals are not desired. The operator may 
wish to obtain the grand total only of a 
series of computations, such as those to 
determine the net pay of an employee 
working at piecework rates. A flick of 
the Total Control lever holds the indi- 
vidual totals of each hours-x-rate ex 
tension until the final listing. Acecumu- 
lated within the machine, they then ap- 
pear as a grand total printed in red. 
Whether multiplying directly or switched 
to Constant or Total Control operation, 
the Model 99 utilizes automatie short-cut 
multiplication: it automatically multi- 
plies by ten and subtracts the complement 
to reduce cycles by over 50%. Division 
is also direct and automatic. The answer, 
with remainder in red, prints on the 
Simpla-Tape and simultaneously clears 
machine, By using the extend-key, mul- 
tiplication can be carried out as many 
places as desired, even beyond the in- 
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creased-capacity of the Model 99 which 
is available in two sizes: 11 list totaling 
12 and 13 list totaling 14. Decimal 
Pointers and Decimal Indicator, standard 
equipment on both sizes, enable posi 
tioning the platen for correct placement 
of printed decimal point. Subtracting a 
larger from a smaller number prints a 
red, distinctively signalled, true credit 
balance. Machine weighs 39 Ibs. All 
working parts are fastened to aluminum 
frame attached by coiled springs to rub- 
ber-footed corner posts for reduced noise 
and vibration. 


DIRECT COPY TEST KIT 


Gilbert Paper Co., Menasha, Wis., of 
fers a free sample test kit of their new 
translucent master papers for direct copy 
machines like Ozalid and Bruning. These 
master papers make possible clean, sharp 
copies by the diazo method at high 


speeds. 


It is stated that the important 
in obtaining the high speed and 
of copying are the translucency 


factors 
clarity 


man 
Mucery 


ASTER pamey 


blue-white color of Gilbert 
Translucent Master Papers which allows 
the light to pass through the paper and 
transfer the material to be copied at a 
faster rate. Among other advantages of 
these master papers are said to be 
strength provided by the cottor fibre 
content and cleanliness which is import- 
ant to aceurate copying and which has 
been obtained by careful selection, wash 
ing and processing of the fibers. The free 
test kit contains samples of Gilbert 100 


and special 
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Translucent Master Paper, Sub. 16, which 
has a 100% new cotton fibre content, and 
Gilbert 25 Translucent Master Paper, 
Subs. 13 and 16, which has a 25% 
cotton fibre content. Write above address 
for a supply of both blank test sheets 
and dummy forms provided in the test 
kit. 


new 


FLUID DUPLICATOR 

Standard Duplicating Machines Corp., 
Everett 49, Mass., makes the Standard 
Coronet Dual-O-Matie fluid duplicator 
which has an automatic dual feed that 
will feed a single sheet up to 14” x 18” 
or two sheets up to 8%” x 14” 
simultaneously. The machine has dual 
controls, convenient hand lever and foot 
bar permitting intermittent or continu 


ous operation by fingertip or toe control. 
Sharp, clear copies are delivered face up. 
Detachable 
machine 


sides of the 
provide extra working area. 
Sturdily constructed with ball bearings at 
all vital points and heavy gauge steel 
frame with durable Boltaron 
This color-fast plastic is impervious to 
duplicating fluid and easily cleaned. Over 
all dimensions of machine and cabinet 
are 44” high, 3444” wide (4914” wide 
with shelves), Illustrated liter 
ature from above address. 


shelves on the 


sidewalls. 


30” deep. 





FILING SYSTEM 

Shaw-Walker Co., Muskegon 48, Mich., 
offers a packaged filing plan termed the 
New Super Ideal System that eliminates 
the major causes of error in filing and 
finding. This simplified plan makes pro 
visions for spotlighting more important 
accounts for easy accessibility. The sys 
tem consists of metal-tabbed alphabetic 


guides, printed alphabetic folders, indi 
vidual folders, special name guides, date 
period folders; gummed, striped folder 
labels and outguides, as well as other ele- 
high-speed filing and finding 
The New Super Ideal System 
is available in complete packaged units 
for one to 12 drawers. Shaw-Walker will 
set up the system if delivered through a 
company branch or agency; if factory 
shipped, detailed instructions are in- 
cluded. 


ments of 
operations. 


ENVELOPE FACTS 


United States Envelope Co., Springfield 


2, Mass., have published a_ booklet, 
‘*What’s in It for Me?’’ which describes 
the steps taken to insure the quality of 
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USE envelopes and how these qualities 
affect the purchase, printing and clerical 
use of envelopes. The booklet is avail 
able free from paper and envelope mer- 
chants. 


MACHINE WORK STATION 


Gates Associates, 2 Commercial St., 
Rochester 14, N. Y., makes the No. 2155- 
LCO Sof-Tone unit which combines noise 
control, lighting, ventilation, file 
and desk-top work area. It 
Sof-Tone 
shielded 

fan, a 20” x 33” 


space 
includes a 
with two 
and electric 
vibrationless desk-top 


acoustical cabinet 


fluorescent lights 


and a steel filing cabinet with lock for 
Office ma- 
chine, ledger tray stand and entire work- 
ing area receive maximum indirect light- 
ing from fixtures placed to minimize stro- 


cards, folders, supplies, ete. 


hoscopie effect and eliminate eyestrain. 
The Sof-Tone cabinet completely absorbs 
harmful, harsh and re 
duces sound volume by 50%. Operatoi 
sits completely outside the cabinet. Units 
are easily moved on metal glides and can 


machine noises 


be used anywhere without regard to pres 
ent lighting, ete. Users have reported in 
creases of 10-30% in posting production 
and reductions of 25-75% in errors with 
Sof-Tone equipment. Units are available 
in many sizes and sold with a guarantee 
of satisfactory performance results. Full 
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units for 
chines and types of 
from above address. 


CARBON PAPER 

F. S. Webster Co., 8 Amherst St., Cam 
bridge 42, Mass., offers free samples of 
their new MultiKopy Durametrie Carbon 
Papers in a variety of 
finishes to meet every typing require- 
ment. Durametrie Carbon Papers have 
the exclusive micrometric right-hand mar 
gin printed scale edge which assures a 
typist of complete vertical control at all 


information on various ma 


work can be had 


weights and 





times and allows instantaneous removal 
of carbons with no smudging of fingers. 
Added features include a special Shur- 
Flat treatment on the back of every sheet 
and scientifically balanced construction 
stressing additional crispness, durability 
and long-wearing writing qualities. The 
company that Durametric’s ad- 
vantages for saving time, labor and sup- 
plies will be immediately apparent. Write 
above address for free samples. 


states 


PROPERTY NAMEPLATES 
Metalcraft, 
makes 


Ine., Mason City, 
property identification tags con 
taining firm name and/or trade mark 
and serial number. Called Serially Num- 
bered Autographs, these nameplates are 
made of .016” aluminum with copy litho- 
graphed in desired colors and stamped 
number filled with black lacquer for 


Iowa, 
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maximum visibility. They will not mar 
the appearance of the finest equipment 
and are attached without drilling holes 
or using brads, wires or 


tools, tapes, 


N-1 "NUMBERGRAPHS" 


1" x 3/i0* 


N-2 “NUMBERGRAPHS” 





2° x 4/10" 


SNR-1 “SERIALLY NUMBERED AUTOGRAPHS” 


Dooney: a 


1¥4" X 7/19" 


SNR-2 “SERIALLY NUMBERED AUTOGRAPHS” 


si { 


2%" K Me" 


They mount on any clean surface, in 


cluding crackle finishes, by brushing an 
activating solution on the adhesive back 
ing. 
ture from above address. 


Free samples and deseriptive litera 


DICTATING MACHINE 
Dictaphone Corp., Dept. I 113, 420 Lex 
ington Ave., New York 17, N. Y., makes 


the Dictaphone Time-Master ‘‘5’’ with 


many new features. Its weight has been 
reduced from 22 to approximately 13 Ibs. 
It is functionally designed and 
duces on Dictabelts 


repro- 
which cost 4e and 
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filed or mailed in a standard en- 
An automatie voice pilot visibly 
Master-Mike 
thumb controls for start, stop and play- 
back allow natural dictating. A positive 
correction system gives pinpoint accuracy 
with push-button ease. Bold markings 
make for high visibility so the dictator 
can see where he is. All the machine’s 
functions can be controlled by one hand 
while the machine’s visual, audible and 
mechanical controls provide smooth dic 
tating. 


can be 
velope. 
assures perfect recording. 


Illustrated literature from above 


address. 


STOCK CARBON FORMS 
National Litho Forms Co., 18423 Euclid 
Ave., Cleveland 12, Ohio, 
samples of their new carbon 
interleaved stock forms including bills 
of lading, W-2 Forms, inter-office memos 
and blank 


printing. 


offers free 


line of 


forms. for any desired im- 


The inter-office communication 


form is especially designed to get a 





_—— -——w-- + 


smree-oorice commuancanies 
a 














prompt reply from addressee and is num- 
bered for follow-up and pur 
poses since both parties have copies for 
their files. All items are available on 
almost immediate delivery including 
their Copyfixt method for making carbon 


reference 


copies of correspondence. Complete de 
tails and samples of this new line of one 
time carbon forms can be had from above 


address. 
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STENCIL DUPLICATOR 
Speed-O-Print Corp., 1801 W. Larch 
Ave., Chicago 13, Ill., are intro 
ducing their new Liberator Model 300 
electric stencil duplicator which they be- 
lieve to be the finest of its kind. The 


mont 


air-cooled motor, made by General Elec- 
tric Co., is in a self-contained unit in the 
machine. This duplicator is very quiet in 
operation and equipped with large capac- 
itv feed table. It will reproduce on any 
stock from post card to legal size and 
hairline registration is guaranteed. Full 
information from above address. 


THIN PAPERS 


Neenah Paper Co., Neenah, Wis., offers 
a free booklet, ‘‘Three Keys to Selection 


and Use of Neenah Thin Papers,’’ which 


corrects the notion that onionskin papers 


NEENAH 


are used exelusively to save 
The booklet 
a wider use of high grade onionskins. For 
example, it 


space in 


filing cabinets. recommends 


suggests onionskins 


using 
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made with 75% to 100% cotton fibers for 
legal and business records that must be 
kept in perfect condition for many years. 
It suggests using high grade onionskins 
for executive airmail stationery, multi- 
page documents and carbon copies that 
require prestige. Since onionskin papers, 
made with 25% new cotton fibers, are 
made in four colors, the booklet suggests 
that each department in a company use 
its own color to avoid mis-filing carbon 
With the exception of the cover, 
each sheet is of a different grade of 
onionskin and has imprinted on it a de- 
scription of its rag content, color, weight 
and recommended uses. The last half of 
the booklet contains samples for testing 
writing qualities, strength, opaqueness 
and so on. Although the booklet has 22 
pages including cover, it is thin as a 
dime demonstrating that besides having 
a diversity of uses, onionskins still save 
space. 


copies. 


TYPING PIN-FEED 
International Business Machines Corp., 
590 Madison Ave., New York 22, N. Y., 
announces a Pin Feed Lift Platen for 
their Electrie Formswriter. The device 
may be used with economical floating 
carbon paper to type fan-fold or open- 


web continuous forms on applications 
which require precise registration. Mar- 
ginally punched continuous forms are ac 
curately fed into the Formswriter by re- 
tractable pins located at each end of the 
platen cylinder. The pins emerge only 


where necessary to align and _ position 
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the form at the desired writing point. 
The platen is available in carriage 
lengths of 12” and 16” and feeds con 
tinuous forms punched in both margins 
with holes 5/32” in diameter and spaced 
1%” apart from center to center over the 
full length of the form. Platen cylinders 
for the device may be obtained for forms 
ranging in size from 5%” to 1359” wide. 
Suitable guides are included to properly 
align the forms and assure positive pin- 
hole engagement. 


CALCULATOR 

Hamann Caleulating Machine Co., 2118 
Land Title Building, Philadelphia 10, Pa., 
announces the Hamann 300 10-key, four- 
operation calculator with fully automatic 
division, short-cut multiplication by plus 
and minus keys, and back transfer from 
the counter and product registers into 


the setting register. Machine has electric 
carriage shift and automatic 
in addition and subtraction. All factors 


clearance 


and dividends are entered on the key 
board. All 
the result or 


amounts obtained or set in 
setting registers can be 
changed, if necessary, by turning notched 


disks. Machine’s capacity is 9 x 8 x 16 


columns. Its 10-key keyboard corresponds 
to that 
chines. 
for one-hand touch operation. 


in general use on adding ma- 
Control keys are close together 
The last 
item added remains in machine so that 
operator can refer to it, if interrupted. 
The back transfer from counter into the 
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setting register makes it easy to handle 


multiplication of quotients while the 
back transfer from the result into setting 
register allows successive multiplications. 
The back transfers allow reducing com- 
plementary values to net amounts for dis- 
count and credit balance work. Further 


information from above address. 


PHOTOCOPY MACHINE 
Copy-Craft, Ine., 105 Chambers St., 
New York 7, N. Y., announces the Photo 
rapid one-unit photocopy machine which 
produces exact copies of single or double 
white or 
will make 


sided, translucent, 
Machine 


photocopies on one or two sides of the 


opaque or 
colored originals, 
paper, transparent copies for use as diazo 


masters and tissue copies for airmail. 


The 
nomical, 


process is fast, automatic and eco 
Machine measures 1614” x 2314” 
with 
and a tight lid which preserves solution 
longer. Anyone can use it, without a 
darkroom or the handling of liquids, to 
make finished dry copies of typed, printed 


everall removable developer tray 


or drawn originals. Machine’s non-metal 
corrosion, Its 
black 
with white trim allows it to be used any- 
where in the office. Literature on this 
and other Photorapid models can be had 
from 


lic construction prevents 


attractive appearance in glossy 


above address. 


COLLATOR 
Collators, Ine., Dept. B, 30 
New York 7, N. Y., makes 
Tandem Collator which is 
divided into two sections of 10 bins each 


Thomas 
Chureh St., 
the Thomas 


and collates 20 pages in two groups of 10 
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Adjustable trays allow page sizes 
3” x 814" to 14” x 17". 
This collator will collate, assemble or 
gather reproduced lists, bulletins, and 
other papers at speeds as high as 12,000 
sheets per hour. After papers are placed 
in the bins, the operator depresses a foot 
pedal which actuates the rubber-tipped 
fingers in the right-hand bins. These 
fingers push the top sheet of each stack 


pages. 
to vary from 


into the operator’s hands. She grasps the 
sheets, jogs and places the set in-a stor 
age bin. At the same time, she depresses 
the other foot pedal and an identical 
action takes place in the left-hand bins, 


available to the 
since the left-hand set is 
placed directly on top of the right-hand 
set in the storage bin, crisscrossing the 


3ecause all sheets are 


operator and 


two parts of the job is eliminated, Opera- 
tor remains seated comfortably and 
works fatigue. All pages are 
under her constant inspection; blanks or 
misprints cannot slip by. The 
Collator is 46” wide and 22” 
deep, of all steel construction and at 
tractively finished 


without 


Thomas 
Tandem 


in a soft gray tone. 
It has 640 Thomson linear ball bearings 


to facilitate its speed and ease of opera 
tion. 


PAYROLL SYSTEM 


Todd Co., Dept. O, Rochester 3, N. Y., 
offers a free illustrated brochure outlin- 
ing the protective features of their ABC 
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=Stapla- mare, 


by @ Here at last is 

- real speed and 
=Sraplex efficiency in sta- 
THE AUTOMATIC pling!Nomorelost 


hours ‘‘banging 
ELECTRIC away’’ at old 


STAPLER y , fashioned staplers 
‘emrre/ +4 —a costly, tire- 
some operation. 


Business of all 
types has proved 
that Stapl-a-matic 
cuts costs up to 
70% or more in 
every department 
where stapling is 
required. 


The fool- 

proof, instan- 

taneous action 

leaves both 

hands free for 
work—no levers or foot 
pedals—no motor to 
turn on or off—or to 
wear out. Stapl-a-matic 
staples as fast as work 
is fed to it. Reloads in 
five seconds... no parts 
to remove. 





THE STAPLEX CO. 
775 Fifth Avenue, Brooklyn 32, N. Y. 

© Please arrange a free demonstration of the 
Stapl-a-matic in my office without obligation 
on my part. 


DO Please send me information on Stapl-a-matic. 





Name Title 











Company. Address 


City Zone. State 
THE STAPLEX COMPANY 
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* 
AN 
“Feather-touch” 
Pen Point 


Precision- grinding 
gives you years of 
smooth, effortless 
writing on all grades 
of paper. Writes a 


page or more with @” 


each dip. 


Available in 
all popular 
points 


meee | 


Control the appearance 
of Your Office 














Economically 
elalacte 


and permanence 
Records! ST J9 




















ow Gipduriter Dale Goce 


You know the importance of neat, permanent office records. Carter's 
New Stylewriter Desk Set gives you controi of their appearance and 
their permanence. 


Stylewriter is the most economical and efficient way of equipping your 
office desks. Stylewriter assures you that all of your records will be 
written in smooth flowing, brilliant, quick-drying permanent Carter's Ink 
— the ink that has stood the test of time for 95 years. 


Refilling is easy — no soiled fingers or papers... takes just 30 seconds. 
Refill is the famous Carter “Oval” Ink Bottle. 


Your office personnel will welcome the addition of handsome New 
Stylewriters to their desks. You'll welcome the cleaner, neater, permanent 
records that Stylewriter gives you. 


Ask your stationer or office equipment dealer 
to show you Carter’s New Stylewriter today! 


The CARTER’S INK Company 


CAMBRIDGE 42, BOSTON, MASSACHUSETTS 





. 
“.* 


SPOT-O-CARBON iodaase 
MAY BE APPLIED TO MARGINALLY-PUNCHED 
CONTINUOUS OR SNAP-EASY FORMS... . 


Spot-O-Carbon’ may be applied to the back of marginally-punched 
continuous or Snap-Easy business forms. When carbon is applied to 
Kraft tissue, it may be interleaved between forms parts. Any shape 
or area may be covered with carbon to suit a specific form's need. 


CONTACT THE COMPANY FOR FURTHER DETAILS! 


ARTHUR J. GAVRIN PRESS, Inc., New Rochelle, N. Y. 


Manufacturers of Snaps asy- One-Time Carbon Interleaved Business Forms 
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insured payroll system and its safeguards 
against from, payroll hold-ups, 
forgery, alteration, counterfeiting and 
lost checks. Ask for ABC Brochure. 


losses 


PAPER PUNCH 

Acco Products, Ine., Ogdensburg, N. Y. 
has added the No. 10S punch to its line. 
In size and general appearance it re- 
sembles the No. 10 2-hole Acco punch, but 
a simple improvement (for which patent 
has been applied) permits the punch to 
be used also as a single hole punch. The 
No. 10S has a swivel catch riveted to the 


lever which may be swung out so that 
only one cutter will’ operate. When the 
catch or ‘‘keeper’’ is snapped into the 
closed position, the punch functions as a 
2-hole punch, the same as the standard 
No. 10. The new punch has all the other 
features of the regular No. 10: gauge 
bar, gauge lock, short lever action, steel 
cutters, smooth die cast metal finished in 
gray enamel and nickel trimmed. 


POSTAL RATE CHART 


Commercial Controls Corp., Dept. 0-113, 
1 Leighton Ave., Rochester 2, N. Y., have 
published a 15” x 17” chart giving the 
increased Surface Parcel Post Rates, 
effective Oct. 1 and including Air Parcel 
Post Rates. Chart gives rates for 1 to 70 
lbs. for the 8 postal zones and includes 


the regulations covering Air Parcel Post | 


and the limitations on weight and size 
for Surface Parcel Post. A table for the 


calculation of 4th Class Rates on matter | 
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7 out of 10 


oo 


@' tind 


Mirade 


| — Pencils 
Smoother 


.-. and so will you! 


In Masked Pencil tests conducted by 
the Ross Federal Research Corp., 
office workers from coast to coast con- 
sistently chose *Eagle *MIRADO as 
smoother than the other pencils they 
were using. Test MIRADO yourself. 
You, too, will find it smoother, 
stronger, and longer-wearing . . . or 
your money back. 


6c each East of the Rockies 
EAGLE PENCIL CO. 


New York » London . Toronto *® 
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OLDEST... and still the FASTEST! 


“ABACUS, 


adding-calculating 
machine 


* 


Devised by the mathematical wizardry of 
ancient Egypt . . . used today by millions 
throughout China, Japan, Russia, India, Indo- 
China, Malaya—and even in America! 


fantastic calculating speed! 
Adds, substracts, multiplies, divides — with 
the flip cf a bead! Can actually outrace 


many modern calculating machines costing 
almost 100 times as much! 


Lasts a lifetime! Nothing to 
break or get out of order. 
Simple to use! Totals always visible. 


13 column listings—!3 coiumn totals. Com- 
putes any total up to $99,999,999,999.99! 


More abacuses in use today than all other 
types of adding machines combined! 


on’ 7.50 


RETAIL 
Complete with operating instructions. 


Another S-W exclusive . . . 
available from your office 
machine dealer. 


SHIPMAN-WARD MFG. CO. 
325 N. Wells St. Chicago 10, Il. 








weighing from 1 to 10 lbs. for the 8 zones 
is included. Figures are large and clear, 
and the text easily legible. Charts on 
stiff paper suitable for posting on the 
wall are obtainable from above address 
at a handling cost of 25e each. 


CARBON AND RIBBON DATA 

Columbia Ribbon & Carbon Mfg. Co., 
6011 Herb Hill Road, Glen Cove, N. Y., 
offers a free, 16-page illustrated booklet 
containing helpful information for buyers 
and users of inked ribbons, carbons 
papers, hectograph masters and other 
supplies. 


CaeeOm PAPtRS 


PUSIMESS MACHINE BIRBORS 


Pi ; — 2 


866.08 " 
The booklet tells what to look for in an 
inked ribbon, ribbon writing strengths 
and special inkings available, tips on 
selecting carbon papers with specifica- 
tions of the various kinds available, and 
hints, to duplicator operators. 


FORMS ADVICE 

Alfred Allen Watts Co., 214 William 
St., New York 38, N. Y., offers a free 
booklet, ‘‘Eliminate the Hidden Costs 
from Your Completed. Records,’’ which 
describes the things to avoid when de- 
signing or ordering forms. These ‘‘ hidden 
costs’’ are listed under several headings 
such as mechanical factors, reference 
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Pick up a phone 
and dictate... 








..- but be sute 
theres a 
DICTAPHONE 


TIME-MASTER 
at the other end 
of the line! 








DICTAPHONE® 


CORPORATION 
Greatest name in dictation 


SEND IN THE COUPON NOW—> L 
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Dictation by telephone has been perfected 
by Dictaphone. The adaptable Telecord Sys- 
tem links any number of dictators to one or 
more central recording machines, using sim- 
ple, low-cost desk telephones. 
Check these Dictaphone Telecord high- 
lights— 
Vv Exclusive, easy-to-use complete con- 
trols. 
V¥ Private line service for every dictator. 
Vv Simple, tamper-proof operation. 


v You merely talk into a phone .. . get 
back a typewritten letter. 


¥ Output per man goes up, costs per let- 
ter go down. 


And remember, only Dictaphone Telecord 
has the TIME-MASTER— the world’s favorite dic- 
tating machine—on the other end of the line! 

Have a Dictaphone Telecord survey made 


of your office, without obligation. 


Dictaphone Corp., Dept. 1 118 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me my free copy of 
“Dictation by Phone.” 





Cc 





at v 


Street Addr 





1 
| 
| 
| 
| 
| 
| 
| 
| 
| 


CY © BONO iii baci 





values, controls and material costs. The 
booklet illustrates ‘“before’’ 
and ‘‘after’’ designs of improved forms. 


DESK & MACHINES 


C. Allen Business Ma- 
chines, Ine., 679 Front 
‘Ave., N.W., Grand Rapids, 
Mich., announces:the All-en 
Office Ensemble dealer 
package. This modern unit, 
(designed for utmost ef- 
and space-saving 

includes a 
and two R. C, 
Desk 


30” 


also some 


One 


ficiency 
convenience, 
desk, chair 
Allen office 
is of steel construction, 
x 60”, with lifetime lino 
top. It has a fixed 
bed typewriter well in the 
left pedestal, a double full- 
suspension file drawer with 
two removable posting trays to accom- 
modate any size forms in the right 
pedestal, storage drawer and writing 


machines. 


leum 


¢ 





orld tsuRtnce co. 


NYC; 2670 


Try before you buy! 
Write for samples and 
descriptive literature. 
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\ 


"Oe 


table. The center well holds an R. C. 
Allen Model 1302 Desk Bookkeeping Ma 
chine and an R. C. Allen’ VisOmatie 
Model 711 Typewriter is permanently 


the 
modern, 
chair 


retractable 
and chrome 
rich cord 


left-hand 
steel 
with 


installed in 
drawer. A 
trimmed posture 


Pe sop eat amen as ip 
‘YOU DON'T hide THIS PROPERTY TAG! 


yg 


COMP ANY ) 


Improve the efficiency of property iden- 
tification with easy-to-see “SERIALLY 
NUMBERED AUTOGRAPHS”. They’re 
handsome, durable, .016” aluminum 
plates. Stamped serial numbers are 
black-lacquer filled for maximum leg- 

\ ibility. Other copy is lithographed 
\ in sparkling colors. They won’t mar 
4 the beauty of your finest .equip- 

4 ment. No drilled holes, tools, 

\ \ brads, wires or messy tapes are 
\ \ needed. Mount them on any clean 
\ surface (crackle finish, too) by 

\ simply brushing activating sol- 

\ vent on the adhesive backing. 


k/ ~ METALL. 


el 
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There’s just one thing you forgot 


(... and, unfortunately, it could put you out of business) 


You've taken a last look around the office, 
snapped off the last light switch. 


But if you're like too many businessmen, 
you've forgotten something something 
that could mean you're closing up your busi- 
ness, tonight—for good. 


You've forgotten that unless the safe to which 
you've entrusted your accounts receivable 
and other business records bears the Under- 
writers’ Laboratories, Inc. label, it can’t be 
trusted. That, in case of a fire, it would act 
as an incinerator for your records once the 
temperature inside got above 350° F. 


You've forgotten that a fireproof building 
simply walls-in and intensifies a fire that 
starts in an office. That you can’t collect 


*” Mosler Safe ~“” 


World’s Largest Builders of Safes and Bank Vaults 


FREE! FIRE DANGERater. 

Tells you in 30 seconds how much 
yrotection your vital records need. 
~~ to use. Accurate. Authentic. 
Based on experience with thousands 
of fires. Figures in over a dozen vital 
factors about your business. Mail cou- 
pon for your DANGERater, now, 
Free. No obligation. 


NN 
FIRE 
DANGERater 


fully on fire insurance without supplying 
“proof-of-loss within 60 days’ — virtually 
impossible with records in ashes. 


Can you afford to forget? 


Can you—when experience shows that 43 
out of 100 firms that lose their business 
records in a fire never reopen? 

Is today too soon to check up on the risk you 
may be taking? Too soon to find out how 
little it costs to provide the world’s best pro- 
tection—a Mosler “A” Label Record Safe? 
Consult classified telephone directory for 
name of the Mosler dealer in your city, or 
mail the coupon now for FREE FIRE 
DANGERater. 


The Mosler Safe Company -« Dep’t O-11, Hamilton, Ohio 
Please send me (check one or both 
) Free Mosler Fire ‘‘DANGERater’’ 
cate my fire risk in 30 seconds 
) Illustrated catalog, describing the new series of 


Mosler Record Safes. 


which will indi- 


NAME — — —POSITION — 


FIRM NAME 


ADDRESS - . — —_ — 








“Our auonals save us their cost every 9 months.” 


—CHRIS-CRAFT CORPORATION, Algonac, Mich, 
**World’s Largest Builder of Motor Boats”’ 


“The launching of our ‘boat kit’ business two years ago ng poe * the size te business, 
increase . . arumiere ti oO, a, a National System will cut costs, 
ee our nage pyr tang more than 50%. Re cay for feel, Ghen continue savings 
sulting congestion ended when we installed National as handsome annual profit. National's 
Accounting Machines with Electric Typewriter. exclusive combination of features 
“In addition to saving 111 hours per month on = g Pigthededie he «Ee pent 
Accounts Receivable, our Nationals’ great versatility en- resentative show what you can save 
ables us to keep current on Accounts Payable and Daily with National Machines. 
Sales Analysis and Distribution, with time left over for ee 
General Ledger and 
Profit-and-Loss _ break- 


; : é + Ms 

down. : Pg ae 2: ; 
“We also use National Gr a, is hi FAA 
Adding Machines for all Pe SB er 

types of figure work.” President eee ACCOUNTING MACHINES cs 


iG MACHINES» CASH REGISTERS 
es A : Ae 6: ete: 


THE NATIONAL CASH REGISTER COMPANY, vavron 9, ono boc ent Ut ceed 











146 THe Orrice—November, 1953 





upholstery completes the ensemble. Chair 
has adjustable height and back with 
smooth rolling casters. This combination 
is available to dealers at less than the 
combined prices of each item separately 
and is available with or without the 
typewriter. Designed to harmonize with 
modern office surroundings. 


is safe and non-toxic, has a pleasant odor 
and requires no water rinse although ma 
chines can be rinsed with water if de- 
sired. Lix will not gum, stick or corrode 
and it can be used indefinitely without 
breaking down. An increase in produc- 
tion volume has reduced prices 10%. In 
5-gal. quantity, Lix is $1.40 a gal.; $1.20 


in 55-gal. quantities. Lix was developed 
especially for cleaning office machines 
and is sold on a liberal money-back guar- 
antee. Anyone ordering it and being dis- 
satisfied can return it collect for full 
refund. 


MACHINE CLEANING FLUID 


Lix Distributing Co., 120 S. Main St., 
Independence, Mo., announces their im- 


TYPING SUPPLIES 

Mittag & Volger, Inc., Park Ridge, 
N. J., announces two self-service displays 
constructed of sturdy woodgrained board 
and designed to tell a complete sales 
story while occupying less than a square 
foot of counter space. One display holds 
a dozen M&V Press Kleen Type Cleaners, 
the new cleaner recommended by service- 
men dozen 4-0z. bottles of 


proved Lix Machine Cleaner fluid which 


will clean a machine in five minutes. It plus one 





Put Zip in COLLATING 


GATHERING RACKS 


LOL LL el 


% Don't let collating bog down and upset your 
office schedule. Get it done in half time and 
at half cost with Evans Gathering Racks. 


Shown: |8-section TU Rack at $25.00. 7 
others—$10.00 to $16.50. 


% 3,500 sheets an hour easily collated by one 
unskilled worker. Pace maintained without fa- 
tigue, whether worker sits or stands. 


GUARANTEED 0 produce quicker 
and more accurate results 
than any other collating aid 


% Of all aluminum, racks collapse for setting on the market 


aside. Each section holds 500 sheets at inclined 
angle. Use racks singly—or two or more together 
for large gatherings 





See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 
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LIX 


IMPROVED MACHINE 
CLEANING FLUID 


SOLD ON ABSOLUTE 
MONEY-BACK GUARANTEE 











Check these points: 


WILL NOT GUM. 

WILL NOT CORRODE. 

WILL NOT STICK. 

PLEASANT ODOR. 

SAFE. 

NON-TOXIC. 

FAST—CLEANS IN 5 MINUTES. 
NO WATER RINSE REQUIRED (use 
water rinse if desired). 
PRODUCES BRIGHTER, CLEANER 
MACHINES. 

Mm SAVES LABOR. 


NEW REDUCED PRICES 


$1.20 per gallon (for 55 gallons) 

1.30 per gallon (for 30 gallons) 

1.40 per gallon (for 5 gallons) 
F.O.B., K.C. 


TRY IT AT OUR RISK! 


VY VAN 


Test-try LIX Improved Machine Clean- | 


ing Fluid in your own shop on your own 
work. 
absolute money-back guarantee, 


“Test-try new. improved LIX Office 
Machine Fluid for ten days. If it 
doesn’t do what you expect — and 
more, fire it back collect. Your money 
will be returned at once.” 























LIX DISTRIBUTING CO. 


120 S. MAIN, INDEPENDENCE, MISSOURI | 
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We back Improved LIX with an | 


Miracle Platen Renew, M&V’s instan- 
taneous rubber cleaner-conditioner. The 
display promotes sales of both products 


| as a complete typewriter service team by 
| allowing a special combination price. The 


second display holds up to fifty 25-sheet 


| envelopes of carbon paper together with 


a dozen typewriter ribbons. The display 
is available with a variety of assortments 
in most M&V Brands. It has proven ideal 
as a square foot carbon and ribbon de- 
partment especially for stores with stu- 
dent, home and small office trade. Dis- 
plays are available without charge with 
the purchase of various deals offered by 
M&V. 
MAIL-BAG HOOK 

Active Mailing Machine Co., 537 S. 
Dearborn St., Chicago 5, Ill, makes slip 
out mail bag hooks for use on any pipe 


mail bag racks. This allows making 
ones own racks from pipe. The slip-out 
hook makes it easy to remove loaded 
bags from the rack by just turning the 
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D> FLEXIBLE SAFETY 
> KEYBOARD PREVENTS 


ERRORS...FAST... | MAOMIMES! $9950 | 
QUIET... EASY TO | he . eo 
| Built with the precision of a — 
OPERATE! fine Swiss Watch! Adding | 
Counter Mechanism of the | 

Regna is produced by re- | 

nowned Swiss Watch facto- | 

ries, main assembly of | 

Swedish quality steel... a 

combination that guarantees — 

years of trouble-free service — 

and reliable operation. 





The REGNA is so low- | 

Priced, large organiza- — 

tions can now profitably 
supply every — 
department or | 
desk with this — 
time - saving 


assistant, 
Models with 7 and 


& columns available at 
small additional cost. 


GET FACTS ABOUT THE 
REGNA ADDING MACHINE NOW! 


Gentlemen: 

Please rush more information on the Regna Adding 
Machine and tell me how I can become a Regna dealer. 
Name 

Company 

Address 


City 
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GED has it! 


ONE DUPLICATOR LINE that offers 
Portables, Electrics, and Double- 
width Mimeographing Equipment 


A precision-built, INTERNATION- 
ALLY FAMOUS duplicator made by one 
of the world's oldest and largest 
manufacturers 


PROMPT DELIVEBY of machines, parts and 
supplies from New York headquarters 


has it! 


FACTORY TRAINED REPRESENTATIVES 
to aid you with sales and 
service problems 





YEARS AHEAD duplicating features that 
‘4 permit the reproduction of everything, 
jj even photographs...exclusive RONEO 

4 features that PUT you ahead and KEEP 

fi you ahead of your competition. 





Write for your 
copy of Roneo's 
amazing folder — 
*‘Mimeographing 
without Stencil 


| legal sizes. 








hook on the pipe, which permits the 
hook’s point to slip out of the bag’s eye- 
let. Slip-out hooks are available in steel 
at 75 cents each, and in bronze at $1 
each. 


INSULATED FILES 

Schwab Safe Co., Lafayette, Ind., 
makes Schwab Insulated Safe Files in 2, 
3 and 4 drawer models in both letter and 
Insulation between drawers 
makes each drawer a_ separate safe. 
Drawers have heavy, ball bearing exten 
sion glides and positive lock compressors. 


Each drawer allows 2534” clear depth. 
Files are fire tested at 1700° for one hour 
and have ‘‘A’’ grade insulation, rein- 
forced. Files can be had with either a 
regular lock which locks all drawers or a 
combination dial lock. All have drilled 
and tapped bottoms so that casters may 
be attached if desired. The 4-drawer 
letter file is 18” wide, 52%” high, 3114” 
deep; weighs 700 lbs. Illustrated litera- 
ture with specifications and prices of all 
models can be had from above address. 
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We said it.-- 
Now everyone's 
saying it! 


THE FINEST DICTATING 
MACHINE MADE TODAY! 


LIONEL 5 NORTON, president of the Norton Dictating Machine Co., 1695 West 25th St., 
Cleveland 13, Ohio, hos been '* the dictating machine business for 12 yeors Shown 


above sing the REX RECORDER, Mr Norton hos handled and sold oll types of 


Se The Rer ‘Recorder 
ge 


¥ 


dictating machines 


Norton Dictating Machine Companys Ine. 


uality ‘Rebuilt and Stightly Used Dictating Machine 


September 215 1% 


while selling th 
machines, 1 re® 


Time after time, our dealers hove 
sent us letters like the one reproduced 
here . - Yes, we said it 

. now everyone's saying it 

REX RECORDER 1S THE FINEST 
DICTATING MACHINE MADE TODAY! 


write for the name of your 
nearest deoler . - - for a 
free demonstration ot your offices. 


tJx/cs 


EXCL 
USIVE NATIONAL DISTRIBUTORS 


AMERICAN D 
ICTATING M 
ACHINE CO 
e, INC. 


65 Madi 
ison Avenue, New York 16 
ESTABLISHED 1923 ane 
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Print postcards, labels, tags 


up to five colors at one time.. 
with the NEW 


Post Masta’ 


SPIRIT POSTCARD 
PRINTER 





Why pay outside organi- 

zations a premium for 

short run printing orders? 
You can print postcards, labels, ta 
etc., yourself in up to five colors with the 
INCLUDING SUPPLIES Post Master, and it’s easy too! Re- 
produces anything you can write, type 
or draw on a sheet of paper fast, easy 
and economically! 


Write today for full information. 





V USES NO MESSY 
STENCILS OR GELATINS 


HUNDREDS OF USES IN: 
V PRINTS WITH CLEAN @ GENERAL OFFICES @ SALES DEPTS. 


SPIRIT SOLUTION @ SHIPPING DEPTS. @ RECEIVING ROOMS 
@ MAIL ROOMS @ STOCK ROOMS 
@ RETAIL STORES 


MASTER ADDRESSER CO. winnesrotis 16 minnesora 


Please send full information on the Post Master to: 











NAME 








COMPANY ___ caniecespodei tania __ POSITION __ 


ADDRESS 
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PENCIL-PEN 
Norma Pencil Corp., 137 West 14th St., 
New York 11, N. Y., makes the Norma 
Combination pencil-pen that ineludes 
three colored leads and a ballpoint pen. 
The pen and the leads work in the same 
smooth manner as Norma Multikolor 


products. The Norma Combination comes 
with a black, red and blue lead, as well 
as the ballpoint pen. A replacement 
cartridge for the pen may be easily in 
serted by the user in a few seconds. 
Chrome models retail at $5.95, tax in- 
cluded, with an unconditional guarantee 
for mechanical perfection. 


PORTABLE TYPEWRITER 

100 Sixth Ave., 
Y., announces the 
2000 portable typewriter which 


Paillard Products, Ine., 
New York 13, N. 


Hermes 


is made in Switzerland. This machine 
has the following features: automatic 
margins and keyset tabulator; keyset 
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.for prompl shipment 


\DTANA 


MODEL V-!I 


UNDER-COUNTER 
wooD 


CASH DRAWER 


REGULAR 

DEALER 

DISCOUNT 

Here’s a real high grade product made of kiln-dried 
Indiana Hardwoods. Easily installed. High-grade lock 
Easy Action drawer. Warning bell rings when drawer is 
opened. 

Size 18%” x 1411/16” x 4%” high. 5 coin tills. 5 
currency compartments equipped with hinged bill 
weights. 2 finishes—Office Gray or Natural (Basswood ) 
Interior smooth high grade lacquer. Packed individually 
Approx. Ship. Wt. 19 Ibs. ; E 

Order a sample today and display for quick turnover. 


USE THIS HANDY ORDER BLANK 

FOR ORDERING SAMPLE 
INDIANA CASH DRAWER CO. 
SHELBYVILLE, IND. 


Please ship Indiana Model Vi—''Under- 
Counter'' Cash Drawers @ $26.50 f.0.b. Shelby- 
ville, Ind. Less Dealer Discount. 


Finish 
DEALER 
STREET ADDRESS 


SIGNED BY i 


‘ 
Open account to rated firms only—send refer- 4 
ences if not rated. 4 

! 
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WITH 


led 


THE BUSINESS FORM WITH 
INTERLEAVED CARBONS 


TAILORED TO FIT YOUR NEEDS 


READYSETS MEAN GREATER 
EFFICIENCY 
CONVENIENCE 
SIMPLICITY 
ECONOMY 

STATIONERS AND DEALERS: 

WRITE TODAY FOR PROFIT- 
MAKING DATA & SAMPLES. 


GELS 


NATIONAL LITHO FORMS CO. 


18423 EUCLID AVE., CLEVELAND 12, OHIO 


Designers and Manufacturers of Carbon-interleaved 
Business Forms 





tab stops which may be cleared singly 
or together; Lucite cardholder perfo- 
rated for drawing lines and graduated 
scale to allow reintroduction of type 
written sheet in perfect alignment; auto- 
matic paper insertion without using re- 
lease lever or lifting paper bail; dual 
purpose margin which also re- 
lease jammed keys; intermediate paper 
table to simplify erasing and allow hand- 
written notations without supporting pa- 
per. Standard features include half 
space ratchet, 9144” writing line, 44-keys, 
spring steel type bars, touch control, ete. 
Priced at $97.50 plus $5.85 Federal Ex- 
Literature from above address. 


releases 


eise Tax. 


FRACTION-ADDING MACHINE 

National Cash Register Co., Dayton 9, 
Ohio, makes a machine that adds and 
subtracts fractions without requiring the 
operator to convert the fractions to deci- 
mals. The machine accumulates fractions 
and automatically converts them into 
whole numbers, or whole numbers and 


fractions. For example, if the operator 
enters %, %, and %, the machine auto- 
matically adds these amounts and the 
answer 114 is visible on the large answer 
dials, and printed on the paper tape. Add- 
ing machines with quarter, 8th, 12th, 
16th, 20th, 24th, 32nd, 60th and 64th 
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When valuable records must be 
kept permanently or when important 
ideas or statistics must be presented 

in an impressive manner, no paper can equal the 
enduring beauty of a fine rag 
content paper made by Neenah. 
Your authorized Neenah 

Dealer has Neenah Fine Business 
Papers with from 

25% to 100% new cotton 

fibers. They are 

air-dried and tub-sized for 

a more luxurious writing and typing 
surface. For your convenience, they 


come in attractive, easy-to-use 


Neenah Boxed 


. yxes of 500 sheets 
Typewriter Papers boxes of 500 sheets. 


And for other quality office supplies, you 
can rely on your Neenah Dealer for the very best. 


NEENAH PAPER COMPANY 


NEENAH, WISCONSIN 


Matching envelopes available ) ; 
wohl atid PUMRATER RRPERS 
Neenah rag content bonds ) 
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No. 3 MULTISTAMP Duplicator with Printing Guide 


PRINTS LETTERS..FORMS.. 
POSTCARDS .. MENUS 


1000 or more clear, sharp copies without 
re-inking. Prints practically anywhere. . on 
paper, cloth, wood, packages. Just type, write, 
trace or draw on inexpensive stencil..snap 
it on duplicator and print—like using a rubber- 
stamp. New pre-die-cut “FORM-CUT” stencil 
prints shipping form and identification data 
in one operation. 

Portable, non-mechanical, of non-corrosive metal, 
replaceable ink pads. 8 complete outfits: $9.50 to $99.50, 
including supplies (f.o.b. factory). Write for literature 
or see your office of shipping room supply dealer. 





MANUFACTURED ONLY BY THE MULTISTAMP CO. NORFOLK, VIRGINIA 

















WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by imperial 


ASK YOUR DEALER 
imperial 


DESK CO. 
Evansville, Indiana 














fraction keys are available in both hand 
and electric models. These fractions and 
combinations of them provide adequate 
capacity for practically any type of 
figure work in which fractions are en- 
countered. Yards, feet, inches; tons, 
pounds, ounces; gallons, quarts, drams; 
hours, minutes; bushels, quarts, pecks, 
and grains can be figured on this type of 
adding machine. Subtractions on Na- 
tional adding machines are easy to see 
and read as they are printed in red and 
This 


machine has a capacity of 999,999.99 and 


cannot be mistaken for additions. 


is available with dollars and cents or 
numerical punctuation so that it may be 
used also for general figure work. 


ENVELOPE DIES 
Old Colony Envelope Co., Westfield, 
Mass., offers a free booklet containing a 
complete listing of envelope dies by size 
ranging from 
154” x 3” to 111%” x 14%” are arranged 


and elassification. Dies 





according to their shortest dimension. 
Window dies are reproduced to seale. 
Cutting ranges, machine run sizes and 
style data are given for adjustable dies. 
Supplementary Old Colony services and 
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For Medium 
Size Businesses 


“BUSINESS AND 
TAX RECORD” 


A complete bookkeep- 
ing set-up plus expert 
help and proof to sub- 
stantiate tax deduc- 
tions. 


@ General Business 
Record @ 9 detachable 
summary forms to at- 
tach to tax return @ A 
14-page tax saving 
Manual by J. K. Lasser 
@ Post card that brings 
32-page 1954 tax fact 
Supplement plus. filled- 


in sample 
forms. $5.95 


See your National Dealer or mail this coupon Today! NATIONAL 


NATIONAL BLANK BOOK CO., Holyoke, Mass., Dept. H 


charges 





ae For Business 


Executives 


“INDIVIDUAL INCOME 
AND TAX RECORD” 


Helps lower persoaal 
taxes ly providing 
unique record keeping 
forms. 


Also provides needed 
proof for Internal Rev- 
enue Service  inspec- 
tion. In addition: 


@ Schedules on detach- 
able sheets to be at- 
tached to tax return 
@ A 10-page tax saving 
Manual by J. K. Lasser 
@ Post card that brings 
16-page 1954 tax fact 
Supplement plus filled- 


in sample 
forms. $g-%8 


Please send me J. K. Lasser’s 

(_] “Business and Tax Record” 

(_] “Individual Income and Tax Record” 

(_] “Payroll and Employee Tax Record” 

(_) “Tax Diary and Appointment Book” 

I will pay postman plus C.O.D. 


SAVE POSTAGE AND C.0.D. CHARGES. 








For Small 
Business 


“PAYROLL AND 
EMPLOYEE 
TAX RECORD” 


@ Complete 52-weeks 
records for 40 employees 
@ Weekly summary of 
employees pay and in- 
dividual records both 
visible at same time 
@ Flap out for monthly 
payroll summary 

@ Individual records 
loose-leafed. Weekly 
payroll forms wire 
bound @ A tax saving 
Manual! by J. K. Lasser 
giving facts on payroll 
taxes, deduction tables, 
government report 
filing instruc- 

tions. $7.95 


If you enclose payment with this coupon WE will 


prepay all postage charges. 
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For Daily Record 
of Tax Deductible 
Expenses 


“TAX DIARY 
AND APPOINTMENT 
BOOK” 


A beautifully bound 
gold stamped appoint- 
ment calendar plus a 
compleie checklist of 
possible business ex- 
pense deductions with 
space for names, place, 
amount, ete. In addi- 
tion: 


@ A concise text show- 
ing how to get maxi- 
mum allowable deduc- 
tions — what home 
costs are deductible, 
best way to handle 
travel and auto» ex- 
pense, what can be 


deducted by salaried 


employee or self-em- 
ployed professional etc. 
@ Section for deduct- 
ible personal $5.95 
expenses. 5 


e 
L 
at 


Se SSS SKS SSS SSS Benen eseoaeaeeen a" 
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MAMMOTH INK 
CONVERSION ROLLER 


NOW you can get 
Lithographic Press 
RESULTS! 

from your 


Model 1250 
Mulfilith 


Converts the Multilith from a 
Duplicator into a Lithographic 
Printing Press. 


High calibre work of superior, lithographic 
quality now can be produced by using the 
MAMMOTH INK ROLLER which provides 
uniform, refined ink distribution over the full 
length of a standard Multilith plate. Plate-size 
halftones have superb gradation and defini- 
tion, large solids have uniformly rich density. 


MAMMOTH 
ROLLER 


full 131%” 
circumference 


REGULAR 
ROLLER 


only 8° 
circumference 


Mammoth Rollers are machined to exacting 
tolerances with entire ink surface precision 
ground and covered with heavy plastic. ink 
adheres better and there is no chemical re- 
action caused by fountain solution on metal 
finish surfaces. With a Mammoth Roller, your 
Multilith can out-perform many presses three 
times its size. Simple to install in a few 
minutes. 


ORDER TODAY De Luxe Model $49.95 
Check with order saves shipping charge of $1.95. 
EQUIPMENT DISTRIBUTOR AGENTS WANTED. 


PEMBERTON PRINTING CO. 


1200 W. Sth ST., LOS ANGELES 17, CALIF. 
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facilities such as hand-folding, bordering, 
embossing, tissue-lining and printing are 
described. 


GUMMED TAPE DISPENSER 

A. ©. Hummel Co., 5349 Kennedy St., 
Cincinnati 13, Ohio, makes the Mazur 
master push-button automatic gummed 
tape sealing machine which dispenses an 
accurately measured, moistened piece of 
gummed tape by pressing one button and 
pulling a handle. A _ production lever 
control can be set for repeated lengths 
to 48” which need not be taken 
Controlled tape tension 
accurate measurement of tape. 


from 3” 
consecutively. 


assures 


Adjustable tape feed rollers compensate 
for wear and tape slipping. 
The Water-Flo with a backbone 
provides moistening control. 
hardened. 


eliminate 
brush 
positive 


Precision - ground knife is oil 


| Takes gummed tapes of from 14” to 3” 
| in width. 


cast aluminum and 
water are stainless 


Body is 


parts contacting 


| steel. Water well is porcelain enamelled. 


Finished in hammered gray with black 
and aluminum trim, priced at $95.50. An 
easily attached, practical heating unit is 
available. Illustrated literature 
above address. 


from 
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FOR ALL NOISY 
OFFICE MACHINES 


Now you can control 
NOISE at its source for 
the benefit of operators 
and people in the sur- 
rounding area. NOISE 
is a killer with its nerv- 
ous tension and exces- 
sive fatigue. Its waste 
productivity costs 

American business mil- 

lions of dollars annu- 

ally. The Sof-Tone 

Acoustical Cabinets absorb all high 
frequency vibrations and reduce the 
volume of remaining sound fully 50%. 


And Sof-Tone provides perfect in- 
direct fluorescent lighting over the 
entire work area, lessening eye strain, 


tS NOISE 


AT ITS SOURCE! 


reducing errors. 


For more comfortable offices — use 
Sof-Tone — and enjoy better working 
conditions resulting in real dividends. 
Results guaranteed — or you do not 


pay! 


Our brand new unit illustrated provides noise control, lighting, desk- 
like work space, filing at fingers’ tips, controls machine vibration. 


Write today for more information giving 
machine, make, model and measurements. 


ASSOCIATES 
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DUPLICATOR DRAWING TOOLS 


Mimeo Mfg. Co., 401 Broadway, New 
York 13, N. Y., makes a complete line of 
instruments for drawing and lettering on 
duplicator stencils including 27 different 
styli with balanced, plastic non-rolling 
handles and tempered precision steel 
points. Each group is of a distinct color 
imprinted on handle with stock number 
and packaged in a transparent container. 


Ne es %* 


AX were 7E2 
oP K LMN@ > 
scsennonesel 


A compact and attractive styli display 
rack is available for dealer counter dis- 
play. The rack holds styli, lettering 
guides and screen pattern plates and 
should prove a handy holder for use on 
the desk or drawing cabinet of a person 
who works with stencil drawing instru- 
ments. 


MULTIPURPOSE PLATEMAKER 


Merritt Lacey Corp., 31 Central Ave., 
Newark 2, N. J., makes the Lacey-Luci 


Foot Comfort Mats and Runners are 
constructed of marbleized rubber tile 
bonded to a resilient sponge base. They 
relieve fatigue caused by standing on 
hard floors. Use them behind counters, 
in front of machines and in corridors 
to increase employee efficiency. Beveled 
edges. Eight color combinations. 

Write DEPT.C-11FLOORING DIVISION 

for samples and illustrated brochure. 


THE HYGIENIC DENTAL MFG. CO. 


Platemaker and Photocopier for produc- 
AKRON 8, OHIO, U.S.A. 


| ing both presensitized and regular offset 
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5 YEAR GUARANTEE 
ON CURTA 
- CALCULATING MACHI 








Field Work—distance 
and weight figures 


4 Sq iy 

— 4 Ay 
Koo ZA 
At the Board—blue- 
print specifications 











Only 8c per day 
over a 5 yr. period 
for oom toe oo 
ull 5-Year j i 
Guarantee.  — i n - ond "Geceunt 
ratios 




















We make this remarkable guarantee offer because of the practically negli- 4 Se %) ma 
gible amount of repair work needed by Curta Calculating machines sold over f iE 
the past 5 yr. period all over the world. You are looking at the lowest priced Ef "i 
complete calculator on the market. } \y ~) 


Assign it any of the normal computing problems which occur during every 
business day. It performs admirably as a desk type machine, giving rapid 
results. CURTA Calculating Machines can be transported with ease to inventery—totals 
hundreds of vantage points in your business, and are very simple to operate. wherever you go 
Because of their low price your appropriation 
for calculating equipment spreads over a.larger oe Pe en eRe TY. SCS a a eS aN 
number of these versatile machines, giving more 
individuals in the organization a personal cal- CURTA CALCULATOR co. 
culating machine. Free 10-day trial offer avail- 3851 W. Madison Street 
able. Chicago 24, Illinois 

OO I am interested in receiving infomnation on 

Curta Calculating machines, 


Dealer Inquiries Invited. () Please send me free trial machine 


CURTA CALCULATOR C0. ; =... 


Address 
3851 W. Madison St., Chicago 24, Illinois ' 


, SAcramento 2-3232 SSS ences setsaenaedbenanacaes 
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duplicating plates as well as contact 
prints, reflex negatives and photocopies. 
A presensitized plate can be burned-in in 
90 seconds with its eight 20-watt, 24” 
Blacklight tubes. Working area of the 
unit is 18” x 24” and it will handle two 
10” x 16” Multilith or Davidson plates 
simultaneously, or one larger plate in- 
cluding a Webendorfer 154%” x 20%”. 
Features include 3-minute timer with 
automatic reset and Gast vacuum pump 
which can be used for other purposes. No 
special wiring is necessary; unit plugs 
into regular AC circuit. Overall size of 
unit is 28” long, 24” wide, 19” high; net 
weight of unit, 90 lbs., price $350. Illus 


NEW | trated literature from above address. 


gical COUNTER FILES 


Cole Steel Equipment Co., 285 Madison 


HANG! | Ave., New York 17, N. Y., makes Counter 
OLD STYLE: Height Files in different drawer styles. 
folders SLUMP, | 


IN WSS Lf | A\ \ 








Send coupon for catalog and 
name of your nearby dealer 
who will install a_ trial 
drawer. Money back if you 


are not satisfied. 


Send for free Oxford Filing Supply Company, Inc. | 


CA TA Lo G 94 Cimon Rood, Gorden € ty NY 


Continuous, linoleum covered, steel coun- 
ter tops are available to cover two or 
more of these files. All files are of heavy 
gauge steel construction and all draw- 
ers glide on ball bearings. The 3-drawer 


Gddness 











(ily § stake 
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eek . 
mili | 
THE 


IN INVENTORY 


FIGURE-WORK... Get extra savings 


Thinking done while figuring is a big 
part of business overhead costs. Put a 
Friden Calculator on the job and costs 
come down... because automatic think- 
ing by the Friden conserves human 
time. Not an ordinary calculator, the 
Friden performs more steps in figure- 
work without operator decisions than 
any other calculating machine ever 
developed. Time-savings come in in- 
ventory, invoicing, payroll calculations, 
taxes, engineering, every figuring chore! 
No special operator training is required 
—anyone can figure faster immediately 
on the fully automatic Friden, 


© Friden Calculating Machine Co., Inc. 


Fue Ovrice November, 1953 


a} % 


wit FIdeD 


extra thinking 


You've never seen a calculator do what the Friden can! 
Call in the Friden Man near you and let him demon- 
Strate time-saving applications of Friden figure- 
thinking in your business, Friden sales, instruction 
and service available throughout the U.S. and the 
world. FRIDEN CALCULATING MACHINE CO., INC,, San 
Leandro, California. 











letter size style is 40” high, 14%” wide, 

and 2654” deep and sells for $46.95 in 

olive green or Cole gray. If top drawer e 

is replaced with two double index draw- Gey Dect vidlioncs 

ers to hold 6400 5” x 3” or 6” x 4” ecards, . ; 
: ° ~ ah . with Dennison CREPE PAPER j 

price is $53 rhe counter tops range in (er Dances, Pihin, Bargutl jPognaes 


price from $42.50 for one covering two 
cabinets to $79 for a top to cover five 
cabinets. Literature from above address. 


DECORATION BOOK 


Dennison Mfg. Co., Framingham, 
Mass., have published an idea book 
called ‘*Gay Decorations with Dennison 
Crepe Paper’’ in time for the fall party 
season. Between the full-color covers are 
32 pages of suggestions, diagrams and 
directions for transforming halls, gym- 
nasiums and other rooms into sparkling 
settings for dances, parties, banquets 
and bazaars. Over 25 novel hall trims 
are described and illustrated. These use | ye 
Dennison Crepe Paper and Crepe Paper’ the decorative motifs with suggestions 
Streamers to set a gay party mood. In- for decorating bazaar booths and ban- 
cluded are working patterns for many of ‘quer tables. The book is 25¢ a copy. 


All-purpose office rule. Lies flat on all surfaces. Cannot 
slip nor slide. Precision ground edges. Graduations 
acid-etched below surface of metal—will never wear off. 
Made of clockspring tempered steel, heavily nickel 
plated. 


9°'-12''-15"'-18""-24" lengths. 


NATIONAL RULE CO. 
Rochester 14,N. Y. aT 


SPOT CARBONIZING 


NEW ELECTRONIC HOT WAX PROCESS! 
SPOT CARBONIZING CAN MAKE 
MONEY FOR YOU TOO! 
Absolute register, non-smudge, perfect for all types of 
business forms—2 to 12 parts. Our modern plant is equipped to do the comolete job— 
printing, carbonizing and binding— or any part that you wish. Samples on request. 


Sixteenths or Metrics. 








SPOT 
<& 


SS LAPATVTETTE ST., NEW YORK 73 WA'5-2121 
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NOW... in one compact unit! 


copies anything in seconds! 





compact unit, 1642” x 23142” overall, with only one knob to turn, can be 


simple This newest development in photocopy machines, now available in one 
| operated easily by any girl in your office. 


handsome Glossy black with white trim — looks well anywhere. 


accurate No matter how fine the detail, or what the colors, if you can see it in the 
original you will see it in the photocopy. 


is single or double sided, opaque or translucent, white or colored. Photo- 
rapid's legally accepted copies are ready for instant use, eliminating costly 
typing, hand copying and checking —or costly outside copying. With 
Photorapid you can make single side copies, double side (to reduce filing 
space), transparent copies for use as masters with diazo or blueprints, 
tissue copies for air mail — all at an unbelievably low cost. Also two-part 
models for copying from books without removing or injuring pages. 


versatile Produces exact, letter-perfect copies up to 14” wide — whether the original 


fast ——— in seconds your finished, perfect copy is ready. 


| ® 
unique advantages Closed tight when not in use — solution keeps longer. 
Non-metallic construction prevents corrosion. 


DEPT. “O" 
b raft 105 CHAMBERS ST. * NEW YORK 7, N. Y. * BA 7-4150 


Carbon Papers e Inked Ribbons ¢ Duplicating Supplies and Equipment 


£ y “Devoted to the art of improving impressions” 
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SWISH IT's 
SEALED!z 


SO 
- 


S| 


Se 


PRESS 
IT'S 
STAMPED! 
* 7p IZ 
Ws 67 
OPEN! Ne 


oo 


Be 
\WEae 


mi mailMaster 


Large organizations 
spend thousands of dol 
lars to systematize 


handling. mailMaster in 


stalls the same system in | 


your office for $59.50. No 
supplies to buy, no rental. 
An office mailroom, 
the size of your 
phone, used many 
times during the day 
to open incoming 
mail; seal and stamp 
outgoing mail. 


Write for illustrated folders 
and name of dealer 


COMMERCIRL 
CONTROIS 


CORPORATION 


COMMERCIAL 
CONTROLS 
CORPORATION 
Dept. 0-113 


1 Leighton Ave., Rochester 2, N. Y. 





mail 





DATING MACHINE 
Ajax Time Stamp Co., 368 Broadway, 
New York 13, N. Y., makes the Ajax 
Service Dater for use by banks, insur- 
airlines, railroads, ete. 


ance companies, 


It has 
stantly 
clear 

forms. 


ribbon feed for con- 
impressions and produces 
through carbonized 
Ajax specializes in solving special 


automatie 
clean 
impressions 
timing, dating and numbering problems 
and companies can write for their help 
without obligation. 


HAND ADDRESSER 


S. & M. Distributing Co., 3046 S. 
Flamingo Way, Denver 20, Colo., an- 
nounces the Zip-O-Riter spirit addresser 


1IP-O-RITER 


and hand duplicator which prints without 
turning or changing the position of the 
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ecra - lype for efficiency 


Management, as well as 
individuals, are always 
interested in equipment 
contributing to more 
efficient and _ speedier 
output by employees. 


Write for details and 

additional information 

on the complete 

WORDEN LINE of 

desks and genuine 

leather chairs and 

suites. No. 252ST 52"' x 32" 





te Worden Company 


200 EAST 17th STREET @ HOLLAND, MICHIGAN 








ONLY REX- QRorar HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


nl 
It's exclusive with the revolutionar 
Rex-Rotary D270... an ink poet 
ridge is inserted, g dial set for the 
degree of inking, and the machine 
needs no further attention all 
copies come out perfectly and uni- 
formly printed... nO more under. 
Or over-inked copies . re-inking 
not necessary .. ag bell announces 
when it’s time to insery ane 
cartridge. Z 


with Printing press Precision, on 
ge os or small cards, the 
Gutitul steel oa, 
Electric Multi-Color 70 does o fost job pate. 
lor 


acon r 
STENCIL cmeayy ond caine with more 


DUPLICATOR other machine. ility than ony 


-_ 
Rex-Rotory Distributing Corp. 19 W. 31 St., New York 1, MY. 
Let me hove more information about the new Rex-Rotory 0270 duplicator and ; 


the nome of my neorest distributor 
' 


Oeeeeeeex 
Address___ a 
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For TYPEWRITERS 
TABULATING MACHINES 
ADDRESSOGRAPHS 

TIME STAMPS 
BOOKKEEPING MACHINES 
ADDING MACHINES 


FINE CARBON PAPERS 
HECTOGRAPH SUPPLIES 


tail — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 


PEF PCT EO TPE LE OTS ASE PO ee? eT 








instrument in the hand. The duplicating 
fluid can be accurately controlled by a 
turn of the handle while the device is in 
use. Designed especially for addressing 
from record cards, the Zip-O-Riter will 
print addresses or other copy on wood 
crates or paperboard cartons. The stand- 
ard size takes six lines of typing and a 
special head is available to take up to 
18 lines. Master ecards in 5” x 3”, 6” x 
* and 8” x 5” available with 
spirit earbons in lots of 500 and 1,000 for 


sizes are 


producing record card mailing lists. <A 
complete kit 
carbons, 


with 100 5” x 3” 
Zip-O-Riter, 
sheet 


master 
extra felt 


$23.95. 


cards, 
and instruction retails at 
Specially designed masters are available 
for any labeling or addressing applica 
tion. Literature from above address. 


KEY PUNCH DESK FILE 


Monarch Metal Products, Ine., 724 S. 
Columbus Ave., Mount Vernon, N. Y., 
makes the M602 Key Punch Desk File 
with cornered and 


round formica top 


has a 
sliding shelf, two drawers and a compart- 
ment with locking handle. The desk’s 
height is adjustable from 26” to 2814” 
and it is 19” wide and 27%” deep, 


rounded corners on the body. It 
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Instantly Changeable Type 
Gives Mimeo 
a Printed’ look! | 


Now You Can Produce a Great Deal of Your 
Business Printing on Your Office Duplicator 


Modern mimeographing is quality re- 
production. It needs only a quick, 
inexpensive source of attractive type 
composition to put it into a quality 
class. The Vari-Typer Stencil-Writer 
prepares mimeo stencils with print- 
like type in a variety of styles and 


sizes...all in one machine. Standard 
keyboard with an electrically con- 
trolled impression makes it possible 
for your office typist to prepare 
stencils for your duplicating needs. 
Forms, bulletins, etc., will have a 
professional print-like appearance. 





[ RALPH C. COXHEAD CORPORATION ; 
720 Frelinghuysen Ave., Newark 5, N.J. 


Please send me Vari-Typer Booklet 311] 
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finished in gray wrinkle enamel. Illus 


strated literature showing this and other 


types can be had from above address. 


CARD INDEX TABS 


Velox-Werke Herbert Schnelle, Ad- 
miralitaetstr. 75, Hamburg 11, Germany, 


od weer 


me ----8 





et 





makes Velox visible indexes for vertical 
card files which allow reading at a glance 
the names on the ecards without raising 


cards. The index tabs are attached to the 
upper edge of the card (or ledger sheets) 
and can be placed in any desired position. 
The index tab contains a cellophane-pro- 
tected window and inserts come in per- 
forated sheets for typing. Six pica type- 
writer letters can appear through the 
window. The tabs are easily moved to 
keep a file up-to-date and eliminate the 
need for index guide cards. The above 
firm desires to license companies for the 
manufacture of their products. Full in- 
formation and samples from above ad- 
dress. 
MODULAR FURNITURE 

Lehigh Furniture Corp., 16 East 53rd 
St., New York 22, N. Y., offers a line of 
modular furniture, designed by G. Luss 
to be completely functional. Stock com- 
ponents include ten top sizes, four desk 
pedestals and 27 varieties of cabinets. By 
selecting suitable components, one can 
assemble a number of furniture units to 
perform different functions. Desk tops 
range from 30” x 48” to 36” x 96”, in- 








Ave., New York 16, N. Y. 


CANADA 


We have offices and warehouse in Toronto and Dominion-wide 
distribution with our own men in every Province calling on 
Wholesale and Retail. Highest standard and of world-wide repute. 
Would consider marketing suitable United States’ line on exclu- 
sive basis. Offers to Box 110, Office Publications Co., 270 Madison 











FEDERAL 


OS. 


FEDERAL 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/Me FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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ON se Ee AP AE 


Labor Saved — 50%, Errors Reduced — 75% With The New 


Ayres Payroll Tax Computer 


$14.95 Split-Second Computation Of 
compiate. r < } F.1.C.A. and Withholding Tax 


Why toil with dog-eared charts and reams of 

figures, when payrolls can be so simple! The 

AYRES PAYROLL TAX COMPUTER is one 

of the greatest time-saving devices offered to 

payroll clerks, auditors and bookkeepers since 

Withholding and F.1.C.A, taxes went into effect. 

A simple twist of the fingers is all that is re- 

quired to obtain accurate tax 

deductions—all on one line— 

from any wage payment to any 

employee regardless of number 

of ee or pay period. The 

ws ir aeee Ayres Calculator has proved it- 

CHECK : si ee ee self in concerns whose employees 
THESE - : ' range from 20 to 20,000. 


FEATURES 10 DAYS FREE EXAMINATION 


@ Never obsolete—if rates change, new charts easily placed. Write today for your Ayres 
© Drum of your choice—for weekly, bi-weekly, monthly or semi- Calculator-—complete with the 
monthly payrolls, @ Gov't approved calculations, @ Recom- drum of your choice. (Please 
mended & used by C.P.A.'s, @ Requires small space—only 9"' specify weekly, bi-weekly, month- 
long, 4"' high. @ Pays for itself in 30 days. ly or semi-monthly.) Use it for 

10 days in your own office, then 
if completely satisfied send only 
NOTE: Order now! If new tax rate goes into effect next year, $14.95. Otherwise return within 
drum charts will be replaced FREE! 10 days and owe nothing. Order 
now! 


APPLAUD SALES CO. Dept. OM-11, 98 Park Place, New York 7, N. Y. 




















I'M AN OFFICE WORKER... 
NOT A HOUSEHOLD DRUDGE! 


Sure | want to be clean about my work, but how can 
| do it when my linoleum desk = becomes soiled 


with carbon and dirt? The boss asked me to take a pail 
of soap and water and wash the desk... but it's 
sloppy work, and | begin looking like a kitchen maid 
instead of a dignified office worker. And besides, | 
get enough kitchen work at home. | want to 

feel like a lady when I'm at the office. 

... Just the other day | heard about, and used, 


LIN-O-KLEEN 


. it's the new chemical lineoleum desk top cleaner that 
whisks dirt and stains off the desk in just two minutes. 
It's easy .. . keeps me clean—and restores the original 
non-glare, non-gloss finish to my desk top. That's for me, 
and for thousands of other girls who want to keep their 
desk tops clean, without using the old-fashioned sloppy 
method of soap and water. 


BOSS ... you'll be doing your girls a favor, if you order a ~™ 


supply of LIN-O-KLEEN. Write today—for FREE sample and ’ 
complete details to: WIEMER Ss, INC. 
70 Vernon Street, Dept. Oll, Bridgeport, Conn. 
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ON RECORD POSTING 
WITHOUT MACHINES! 


Punched cards pay off with E-Z Sort. 
Organizations throughout the country, 
are profiting by this extremely simple, 
low-cost method. For production con- 
trol, inventory, sales, payroll, credits, 
research, etc. E-Z Sort is fast and 
accurate. Only tool is a simple hand 
rod. System is easily handled by any- 
one, at desk in office or plant. Our 
nearest office will gladly demonstrate; 
or write us for details. 


R cWeddretereste be YN 


E-Z SORT & 
SYSTEMS, LTD. 


45 Second Street 
Dept. 113 
San Francisco 5, California 
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A few valuable territories open 
to qualified Systems Engineers. 


creasing in length in 6” multiples. Desk 
tops and pedestals are surfaced with 
Realwood Formica in walnut and birch 
matched grains. Legs and hardware are 
of steel finished in triple-baked black 
lacquer. Drawer arrangements in the 
pedestal components permit meeting per- 
sonal preferences and needs of personnel 
from typist to executive. Drawers have 
stock partitions for utility storage of 
stationery, hanging files of various sizes 
and files for 5” x 3” ecards. A drawer 
unit for executive desks is completely 


concealed when closed and opens side- 
ways into the kneehole section for easy 
accessibility. Pedestals can be used with 
a leg frame to make small secretarial 
desks, or in pairs where larger desk units 
are desired. Lehigh also makes a group 
of cabinets which may be mounted on 
legs or hung on special wall brackets. 


| They have adjustable shelves, vertical 


dividers, hinged or sliding doors per- 
mitting a variety of combinations and 
uses. They come in two depths, 14” and 
18” and in three widths, 30”, 42” and 19”. 
Desks can be fitted around pillars or cor- 
ners without custom ordering. Photos and 
prices from above address, 
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OFFSET PLATEMAKER 


Robertson Photo-mechanix, Inc., 3067 
Elston Ave., Chicago 18, Ill., makes the 
Robertson Model J all metal vacuum 
printing frame which has a vacuum re- 
serve tank that permits operation only 
seconds after the frame is loaded, effect- 
ing better compression between the rub- 
ber blanket and the glass cover and keep- 
ing the running time of the pump and 
motor unit to a minimum. Vacuum pres- 
sure is maintained by an automatic 





switch that actuates the pump and motor 
unit at a fixed pressure easily adjusted 
to individual needs. Switch automatically 
starts and stops the pump and motor unit 
whenever the predetermined pressure 
levels are reached. Pressure release valve 
on the control panel permits bleeding 
either the frame or the tank, or both. 
Glass lid is raised and lowered with a 
minimum of effort because it is counter- 
balanced and has positive locking device 
that prevents the frame from opening 


Not operative... untit opent 


The morning mail brings a flock of letters. Some contain 
orders . .. some, inquiries. Until they are opened and read, 
you can’t process the orders, nor give your salesmen the 
new leads. So, the morning minutes are precious. Don’t 
waste them by the hand-slitting method of opening mail. 


A PB MailOpener saves valuable time . . . insures a quicker 
start on the day’s work. All models, hand or electric, are 
built to PB precision standards, Call your nearest PB office 
for a demonstration. Or send for free, illustrated booklet. 


PITNEY-BOWES, INC., 3420 Pacific St., Stamford, Conn. 
Originators of the postage meter, 93 offices in U.S. & Canada. 


FREE: Handy chart of Postal Rates for all classes 
of mail, with parcel post map and zone finder. 


PITNEY-BOWES 


© MAILO)PENER 
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For 
-- PROFIT 


pce 2 Yio. 


eae 


SSELL 


Snap-a-part Sets 
Continuous Forms 
Continuous 
Carbon 
Interleaved Forms 
Autographic 
Registers and 


Forms 
by... 


\ 
ai Tops in 
a ¥ appearance 
wee 
” Competitively 


priced 


\FORMS 


Shipped under 
your label 
Imprinted with 
your name 


Billed to you 


Some dealer- 
ships open in 
South, South- 
west & Midwest 
for established 
stationers. 


MOLYOKE, MASSACHUSETTS 


when in a vertical position. Entire frame 
is centered on the base so that it can be 
swung easily into a vertical position for 
exposing. Large utility drawer offers 
waist-high storage space for masking 


strips and other items, A 15-minute bell 
timer accurately indicates exposure time. 
The 4 h.p. pump and motor unit is cush- 
ion-mounted for quieter operation. All 
vacuum connections are sealed to prevent 
leaks and pressure drops. 


POSTCARD DUPLICATOR 
Master Addresser Co., 6500-0 West 
Lake St., Minneapolis 16, Minn., makes 


AMAZING, VEW 


Lost Master 


the Post-Master spirit duplicator which 
will print up to five colors at one time 
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LIGHT, EASY-ADJUST 


TELEHOLD... 


Lets you use both hands @) . 
ian -FOR-ALL 


use the Ball-Point Refills 
phone! 


One Inventory of the New 


Fit all these 


ORDER BY ef P : air retractable New Style Pens 
MAIL me C ) , Paper Mate 


7 
§ “ / ? = ® Eversharp 
) i \}) r, © BB Rol Rite 
Only : ® Scripto 
| © Flo-Ball 
PPD. 


e Wearever and— 
almost all of the 

Comfortable, sponge-rubber padded a other retractable 
shoulder cradle, conforms to your shoul- 4 ball point pens 
der's shape exactly—at a finger touch! ? 
Adjusts for right or left shoulder fast— 7 
WITHOUT TOOLS! Fits all phones, snaps \ ‘ Wire or Write 
on in a jiffy. Special unbreakable plastic. : 
— only $2 in cash, check or money | NOW to: 


MONEY-BACK GUARANTEE ‘ - 
5 
Dealer & Jobber Inquiries Invited. PEN COMEANY 


757 Waveland, Chicago 13 
RANS MFG. CO.., Dept. 0-1, 215 E. 144 St., N.Y. 51 





ON OFFICE SUPPLIES 


A Procurement Plan 
to fit the needs of 
every Purchasing 
Agent—from the very 
largest to the smallest 
firm, 





THOS. J. Morans Sons 


Seven Fourteen Girod Street 
New Orleans 12, La. 











Please send me a copy of your 
free, illustrated catalog. 


Name of individual .... 


Name of Firm 


WILHELM DREUSICKE<CO.' (ape 
BERLIN SW. 68 - Sasi 


| ae 
FRIFDRICHSTRASSE 210 8 


§ ewoeneeneewesnsessseseeses 
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Pulls dirt right out of the type! 
It's harmless, has absolutely no odor! 
It's not liquid, it's pink plastic! 


But TYPE 
CLEANER 
_ ail YORK ROAD 
_ BALTIMORE 12, MARYLAND 


pic MANAGERS: KING ARTHU purpose TABLES 


ur 
Here's Yo = 


pest Table 


Modes 2 


Need extra table surface in a 
sodel 203 


e@ 
Buy : hurry. The answer is the sensa- 
tional King Arthur Tables. Sets 10" x EQ 
up in a moment ready for Model 204 
and when you're 30" x 720 
Y Model 205 


Use ..« « 
30" =x 96" 


FOLDS FOR 
COMPACT through with it just fold the legs for compact storing 
STORAGE Rigid, rust-proof folding leg assemblies eliminate pipe 
legs, saw horses, trestles ... supports up to 3000 pounds Also 
e -.. stays in position with double action lock. The five-ply ROUND 
SMOOTH TOP plywood top is moisture-resistant and warp-proof .. . IN 36", aan 
© also available in Formica. Edges protected by aluminum 54" , 60", 
RUGGED moulding. No comparable table can match its low price. @nd 72" 
Write For Complete information and Nearest Dealer's Name. Dealer inquiries Invited. RAMETERS, 
[*) 
TABLE ce’ 


Ss INSTITUTIONAL SALES won 't!\‘scrs BSS 


LOW- 
PRICED 3231 N. Lee Street @ Philadelphia 34, Pa. @ GArfield 6-5815 
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inexpensively on postcards, tags and 
labels. Messages are written, typed or 
drawn on master paper, inserted in the 
Post-Master and carbon impressions are 
transferred to cards or other pieces with 
simple spirit solution. Clear reproduc- 
tions and accurate register are assured, 
eliminating waste. Fast, clean and eco- 
nomical to operate, the Post-Master fills 
the need for a versatile, low-cost posteard 
printer; retails at $11.95, including sup- 
plies. 


MOVABLE PARTITIONS 
Arnot-Jamestown Corp., Jamestown, 
N. Y., offers their new illustrated cata- 
log of Arnot Partition-ettes which are 
free-standing steel and glass (clear and 
bandfrosted) 


office partitions, 54” and 


68” high. Then there are all-metal par- 


titions 39” high and acoustical partitions 
68” high. All units are made in a va- 
riety of lengths and all can be inter- 
locked and set up quickly and easily by 
unskilled persons to produce modular 
office layouts using present desks and 
equipment. These partitions feature 
stainless steel trim and hidden raceways 
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“SLIP-ON’”’ LABEL HOLDER 


MAKES EVERY DANG BOOK 
A LABEL HOWDER BINDER 





SO-I For I"' Ring Books, 25c ea. 
SO-2 For 2"' Ring Books, 35c ea 
$O-1I'/2 For I'/2"' Ring Books, 30c ea. 
OFFICE PRODUCTS, INC. 


9925 Freeland, Detroit 27, Mich. 


a 
LELEE 
Mets ete 


Select Rough — Rebuilt) 


@ BooKKEEPING f 

@ CALCULATING 

@ ACCOUNTING 

@ AppDING AND BILLING machings bought, sold, 

rented, repaired or re- 

ACME conditioned. Write for 

ADDING MACHINE current prices. 

SERVICE & SALES .. 350 BROADWAY, NEW YORK 13, N. Y. 
COW Since 1927. WO 4-1240 © cable: Hodgmach 


NEW TIME-SAVER 
for 
ADDRESSOGRAPH 
USERS — 


Paper index cards (Quik-Kards)—in continuous 
form—now available for insertion into your address- 
ograph frames. They will save you time! Magnetic 
gauge used to feed cards manually. Automatic 
feeder also available. Write for details and samples. 


ger he age Machine Co. of Calif. 
618 Mission St. © San Francisco 5, Calif. 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 














Write for Our Catal 
UT fanart 77711 


|. A. DEHN, JR. 


The Pioneer Adding 


9 Moch 


Ports Man 


ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 





NAKED TRUTH 


... and why this PPC Duplicating 
Fluid is your profit 
ilem... 


greatest 


FOR THE FIRST TIME... 
the actual formula* 


We dare any other 


manufacturer to be as 
and frank, The 
Duplicating Fluid adver- 


open 


2 tised herein contains: 


we a 
pee 


gl 


*ALCOHOL and CELLOSOLVE SOLVENT 
THAT IS ALL! 


PPC Spirit Fluid is quick drying—will not cor- 


rode equipment—yields maximum copies. 


feets government specifications type Il under 
general services OD-825. 


RETAIL $3 per galion 


SHIPPED PREPAID 
MONEY BACK GUARANTEE 


> 
POTOMAC PRODUCTS 


BERWYN, MARYLAND 


Eastern Representative: 
Lifton-Keppler Associates 
321 Broadway, New York 7 REctor 2-5165 
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for electrical wiring. 
and rubber feet allow assembly on any 
floor or tempo- 
rary layouts and 
complete specifications and prices of all 
units are shown in this booklet which is 
free from 


Self-leveling legs 
surface for permanent 


use, Various office 


above address. 


OFFSET SOLUTIONS 
Magnet Sales, 262 Mott St., New York 
LZ, IMs Kee Mirepel Foun 
tain Patch- 
Hundreds 


makes Magnet 
Solution, Plate Cleaner and 
Up, for offset-duplicator users. 
of formulas tried, tested and an- 
alyzed for five years before Mirepel 
Fountain Solution was approved. In that 
time, Magnet’s staff worked closely with 
the offset duplicating departments of 
more than 25 large firms. The formulas 
are patented. Literature from above 


were 


address. 


PHOTOCOPY APPLICATIONS 


Cormac Industries, Inc., 41 East 42nd 
St., New York 17, N. Y., offers a free 
booklet, ‘Copies as a Shorteut in Pub- 
lic Relations,’’ which describes the use 
of the office photocopy machine in win- 
ning friends and effecting time, cost and 
labor savings. Cormac’s research serv- 
ice department explores a_ practically 
limitless field of applications for quick, 
easy and inexpensive facsimiles of any- 
thing written, printed, typed, drawn, 
stamped or photographed, on a machine 
that is about the size of a standard 
typewriter. Copies can be made up to 
14” x 17” from one or two-sided origi- 
nals, and directly from bound books or 





EX P OR T 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


128 LAFAYETTE STREET 
NEW YORK 13, N. Y. 








Cables: “ERGIBIAN.”’ Telephone: WOrth 6-2370 
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magazines, Experiments and tests by 
Cormac, such as the reproduction of ad 
vertising paste-ups, blueprints, textile 
patterns, wood grains, wiring diagrams 
and x-rays are reported in the booklet. 


TYPE CLEANER 
Clar-O-Type Co., 261 Broadway, New 
York 1, N. Y., makes Clar-O-Type type 
cleaner which is a safe, non-flammable 
liquid containing no carbon  tetra- 


chloride. It cleans type cleaner by dis- 
solving dirt and lint; evaporates slowly 
for economical use. Clar-O-Type comes 
with a non-spatter dauber for quick ap 
plication and is sold by most stationers 
and typewriter supply dealers. 





New Sales Policy 
ANNOUNCEMENT 


Our new modernized sales policy has re- 
sulted in more and more stationers stocking 
the famous Smith line of Opnwindo guides, 
steel signals and index tags. See your sta- 
tioner or write 


CHARLES C. SMITH, Inc., Exeter, Nebr 








| * 
| POTOMAC PRODUCTS 
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NEVER HAD IT $O GOOD 


SEN THE MAGIC 
HAND CLEANER IN 
THE SQUEEZE BOTTLE 
— REMOVES INK, 
DYE, HECTOGRAPH, 
GRIME AND DIRT 
STAINS. 
We believe SEN to be 
the finest hand cleaner 
that it is possible to 
make, because of the 
fine ingredients used. 
No water needed. SEN is a liquid cream 
containing lanolin — works twice as fast — a 
little goes a long way — and leaves the hands 
in a smooth condition all day. There are no 
abrasive materials in SEN and it can cause 
no skin irritation. 





RETAIL PRICE: 
8 oz. $1.00 


Packaged 24 to the 
carton. SEN is also 
packaged in gal- 
lons for liquid dis- 
pensers in  wash- 
rooms — no water 
needed. 


Attractive counter 
displays available 


The Magic 
Hand Cleaner 





BERWYN, MARYLAND 


Eastern Representative: 
Lifton-Keppler Associates 
321 Broadway, New York 7 REctor 2-5165 











of the Office 





CIA Officers 

George W 
Schwarz, vice presi 
dent and treasurer, 
Wyandotte Chemi- 
cals Corp., Wyan- 
dotte, Mich., 
elected president of 
Controllers Insti- 
tute of America. 
He succeeds Ed- 
mund L. Grimes, 
executive vice presi- 
dent, Commercial Credit Co., Baltimore, 
who was named chairman of the board. 
The following regional vice presidents 
were also elected: Richard H. Doe, con- 
troller, United Properties Inc., St. Paul; 
C. R. Fay, controller, Pittsburgh Plate 
Glass Co., Pittsburgh; Joseph T. Foerth, 
assistant treasurer, assistant secretary 
and controller, Bassick Co., Bridgeport; 
A. D. Harder, vice president and con- 
troller, Southwestern Life Insurance Co., 
Dallas; Alvin Kropf, vice president and 
controller, R. L. Polk & Co., Detroit; C. 
J. Kushell Jr., director of finance, Port 
of New York Authority; C. C. Lay, 
treasurer, Wheland Co., Chattanooga; 
Wilson K. Minor, assistant controller, 
Standard Oil Co. of Calif., San Fran- 
W. Sandburg, controller, An- 
drew Jergens Co., Cincinnati; Charles H. 
Yardley, vice president, Penn Mutual 
Life Insurance Co., Philadelphia. Louis 
W. Jaeger, secretary-treasurer, Avon 
Products, Ine., New York, and Stuart W. 
McLaughlin, controller, West Virginia 
Pulp & Paper Co., that city, were re- 
elected treasurer and assistant treasurer 
respectively. 

Allen Lester Fowler, manager, reports 


was 


George W. Schwarz 


cisco; R. 
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dept., Day & Zimmermann, Inc., Phila- 
delphia, was elected president of Con- 
trollership Foundation, Inc., research arm 
of Controllers Institute. He 
Walter B. Gerould, vice president and 
controller, A. G. Spalding & Bros., Chico- 
pee, Mass., who continues as a trustee. 


succeeds 


Supervision Conference 


Improving supervision is the subject 
of a special conference to be conducted 
by American Management Assn., Nov. 
30-Dee. 1 at the Palmer House Chicago. 
Speakers representing 12 industrial, edu- 
cational and research organizations will 
report their experience with supervisory 
development, selection, compensation, 
morale-building, communications and 
appraisal. Forms, charts and _ other 
graphic material related to the discus- 
sion will be exhibited. Complete super- 
visory development programs of several 
leading firms will be illustrated. Con- 
ference registrants will receive copies 
of a booklet containing an outline of 
each paper with supporting charts and 
graphs. 


NOMA Dixie Conference 


A regional conference and _ exhibit 
will be held at the Shamrock Hotel, 
Houston, Nov. 9-10, by National Office 
Management Assn. Among the speakers 
will be Charles Fleetwood, Prudential 
Insurance Co.; J. C. Hodges, Canadian 
National Railways; Allan H. Mogensen, 
consultant on office work simplification; 
Frank M. Knox, office forms consultant; 
Dr. A. Q. Sartain, Southern Methodist 
University; J. W. Birkenstock, Inter- 
national Business Machines Corp.; John 
L. Mortimer, U. S. Steel Corp. 
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Invincible Modernaire is the 
desk to buy for greatest value 


Note the recessed back panel on Model 7236-AB. 
Allows comfortable knee space for person sit- 
ting on opposite side of desk. 


[®s good business to use Invincible 
Modernaire desks, For instance, the 
unique design of model 7236-AB combines 
the utility of a desk with the usefulness of 
a conference table. More, Invincible’s 
unique reinforcing assures maximum 
strength, rigidity and freedom from trouble. 

Don’t be satisfied with ordinary desks. 
Invincible gives you better construction, 
longer life — greater utility. 
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Desk doubles as conference table. Top overhangs 
on sides and back. Provides comfort and conven- 
ience for all people sitting at desk. 


OFFICE EQUIPMENT 
FOR BETTER BUSINESS LIVING 


Invincible Metal Furniture Co. © Manitowoc, Wis. 





Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns, 


CUSTOM 
ADDING 


MACHINE 


Revolutionary Design Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


*Based on scientifically controlled tests, 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


Sy gg4 One nmn emma 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-1153 
Please send free literature on the Victor line including descriptive 
folder on the Super-Qujet Custom adding machines. 








Company Name 





34 YEARS OF Address 





QUALITY RECOGNITION City 





THE WORLD OVER 








ammed 
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NIGP Conference-Exhibit 


The 8th annual conference and product 
exhibit will be held by the National In- 
stitute of Governmental Purchasing at 
the Netherland Plaza Hotel, Cincinnati, 
Nov. 8-11. Some 80 companies will ex- 
hibit their products and there will be a 
joint session of purchasing executives 
and exhibitors on the subject, ‘‘ Making 
It Easier to Do Business with Govern- 
ment.’’ Information can be had from 
Albert H. Hall, executive director, 1001 
Connecticut Ave., N.W., Washington 6, 
DG; 


Office Equipment on Lease 


Office machines and equipment are 
now available on a lease basis through 
a plan announced by Remington Rand 
Inc. This purchase-or-lease program ex- 
tends the rental arrangement as an alter- 
native to direct purchase to its entire 
machine and equipment line from the 
simplest card file unit to the electronic 
Universal Automatic Computer (UNT- 
VAC). 


NTA Officers 


The National Tax Assn. elected John 
L. Connolly, St. Paul attorney, presi- 
dent for the coming year. He succeeds 
H. Clyde Reeves, vice president, Bankers 
Life & Casualty Co., Chicago. Mr. Con- 
nolly is secretary and general counsel 
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of Minnesota Mining & Mfg. Co. and a 
nationally known tax authority. Dr. 
Robert S. Ford, University of Michigan, 
is NTA vice president. 


S. Calif. Business Show 

The 7th annual Southern California 
Business Show will be held at the Bilt- 
more Hotel, Los Angeles, April 20-23, 
1954, It is sponsored by the Los Angeles 
Chapter of National Assn. of Cost Ac- 
countants and details can be had from 
them at 731 S. Spring St., Los Angeles 
14, 


TSA Officers 

Transcription Supervisors Assn. of 
New York installed the following of- 
ficers at its first fall meeting: Elsie M. 
Kaiser, president; Theresa C. Landquist, 
Ist vice president; Loretta F. Spacek, 
2nd vice president; Anna M. Matthews, 
corresponding secretary; Beatrice M. 
Barrett, recording secreiary; Edna M. 
Ness, treasurer; Marjorie M. Taylor, as- 
sistant treasurer. 


Training Conference 


The: 6th annual office management 
training conference sponsored by areas 
2 and 3 of the National Office Manage- 
ment Assn. will be held at the Univer- 
sity of Maryland, Nov. 19-21. For regis- 
tration data write Dr. A. 8S. Patrick, 
College of Business & Public Adminis- 


Five of the six oldest members 
of the Office Management 
Assn. of Chicago: |. to r., 
Clifford L. Stivers, Stivers 
Office Service; Raymond J. 
Healy, United Employment 
Agencies; William Smith, La 
Salle Extension University; 
Albert F. Hagedorn, Bauer & 
Black; Nelson O. Hanks, Turner 
Brass Works. The sixth, Ann 
Brewington, University of Chi- 
cago, was not in photo which 
was taken during OMAC's 
silver anniversary celebration 
last month. 








END ““%,,. Grief 


ON YOUR SMALL MULTILITH 


New LIFETIME All-Metal Roller 
improves Ink Distribution! 


GET MORE 
SPARKLING 

PRESSWORK! 

WH} CUT STOCK 
j. SPOILAGE! 
SAVE ON 
UPKEEP! 


TRY HEFTY-ROLLER 10 DAYS FREE! 


NOW get top grade performance from your 
small Multilith with this five times heavier all- 
steel or brass replacement rider roller! Gives 
new precision control of ink pigments! WRITE 
TODAY! 


LITHO ENGINEERING & RESEARCH 


3241 Eastlake Ave. ’ Seattle 2." Wash. 


AGIC_—— 100%. 
AT’ VINYL 


Be 


A FAST SELLING VOLUME ITEM 
GREY — GREEN — BROWN 


Matched or mixed—6 to a car- 
ton 2 sizes, 36 x 45”—45 x 54” 


IOUTHERN 


N MATERIALS (TO 








The PARALINER is a new device for rul- 
ing forms. it has a micrometer-like setting 
Knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 
THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 








YOURS for the asking... 


“HOW TO SELL 
NUMBERING 
MACHINES” 


‘au 8. ceert 


Only Book of Its 

Kind Ever Published 

. « » Devoted to Increasing Retail 

Sales and Profits on Numbering 
nes er 


50 e photos; 60 pages 
“5 “a “ elling information. 
Write fok;: complimentary copy.. 


WM. A. FORCE 


2IO NICHOLS AVENUE, BROOKLYN 8,N.Y 
SALES OFFICES NEW YORK, CHICAGO, SAN FRANCISCO. CANADA 


RP RATED 
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tration, University of Maryland, College 
Park, Md. | 


| 
| 
| 
| 
| 
| 


Scholarship Winners 


Winners of the semi-annual office man- 
agement scholarships awarded by the 
Office Management Assn. of Chicago | 
were Allan James Gregor, Standard Oil 
Co., and Hildegard Strasser, graduate of | 
Lake View High School. There were 35 | 
entries from and 18 


schools. 


businesses from | 


E. H. Conarroe 


E. H. Conarroe, 57, manager of the 
policyholders service bureau of Metro- | 
politan Life Insurance Co., New York, 
died of a heart attack in his office Oct. 
14. Long active in office management 
groups, he was a former president of Na- | 
tional Office Management Assn. and a 
director of American Management Assn. 
He was awarded NOMA’s Leffingwell 
Medal in 1945. Surviving are his wife, 
Mrs. Elizabeth Lofland Conarroe; three 
sons, Elvin, Joel and Richard; and two 
daughters, Mrs. Jane Boatner and Har- 
riet Conarroe. 





Natal 
Don't ST 
pencil carbon 


If—like many other offices—you have been 
having trouble with poor pencil carbon 
copies of payroll forms, inventory records, 
etc.—use PEERLESS IMPERIAL Kleen Kleen. 


Just as its name says, Kleen Kleen writes 
clean, handles clean. Built to take punish- 
ment, it lasts 
longer. Yet it 
is moderately 
priced. Don't be 
content with a 
‘‘just-as-good” 
carbon. If your 
Dealer can’t sup- 


ply test sample 
| sheets, write di- 


Samuel F. Peirce, Underwood Corp., presents | 


an Underwood portable to Leah M. Schwartz, 

secretary to Walter J. Niles, president, Sound- 

Scriber Corp., at the National Secretaries 

Assn. convention in Seattle. Miss Schwartz 

won a typing contest with a net of 96 words 
a minute. 
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rect to us. 


at 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office ; 13, 110 Franklin St. * Chicago 2,179 W. Wash 
Detroit 18, 37 Linden St, River Rouge, Michigan 


ston St 








TYPE CLEANING MADE EASIER 


Ko88 3 83 


Typists and business mw PR Aemeg CLEANS 
machine operators wont N ig © Typewriters 
*Norta Plastic Type Cleaner 
—I's easy to use—no mess 
— no liquids to spill 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upor request write to 
NORTA DISTRIBUTING it 
—1165 Broadway, New York |, 








COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it, When you 
step on the ladder the rub- 
ber cushioned tegs rest on 
the floor and prevent rolling. 
Made in 7 heights—2 widths. 
Send for yl 52-0 and 


1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicage 40, III. 





DIABETICS ARE 
A MANAGEMENT 
PROBLEM 

















THE ALL NEW 


PLATEN hos 
100% GR-S RUBBER “<Q 
SEND FOR OUR PRICE LIST 
Serving The Trade Since 1925 
TYPEWRITER EQUIPMENT CO., INC. 
409 LaFayette St. N.Y. C. 3, N.Y: 














peo soar —~, 
Le ay Co. 
801 SO. 20TH STREET- BIRMINGHAM 5, ALABAMA 


aI ge Engraver of Fine Stationery 





DR. RANDALL G. SPRAGUE 
President, American Diabetes Assn. 


in which the body lacks normal 

ability to convert sugars and 
starches into energy. There is no magic 
drug to make the diabetic system be- 
gin producing the hormone that nor- 
mally does this work, but the missing 
hormone ean be supplied artificially by 
the use of insulin continuously in reg- 
ular injections carefully adjusted to 
the individual patient’s needs. Closely 
regulated diet, to keep down the sugar 
intake and reduce the strain on the 
overtaxed organs, is a vital part of 
the diabetic’s control program. Another 
is exercise to help the body burn up 
the surplus sugar. 

In some mild cases, diet and exercise 
with little or no insulin are sufficient 
to keep diabetes under control. This 
is particularly true if the diabetic is 
grossly overweight and follows a reduc- 
tion diet, because loss of excess weight 
tends to make diabetes milder. Just 
what is needed in any individual case is 
for the attending physician to decide. 

For most diabetics in the prime of 
life, insulin is an essential part of the 
control of the disease. Using it and 
regulating his life in a spirit of self- 
discipline, the diabetic is able to live 
normally, doing the same sort of work 
and engaging in the same kind of recrea- 
tion as his friends. Only a few jobs, 
mostly of a hazardous nature, are 
closed to the well-controlled diabetic. 
In fact, the regularity of living of a 
well-controlled diabetic often makes him 
a steadier worker than some of his 
friends who don’t watch themselves so 


}) IABETES is a glandular disorder 
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JET ERASER > 


Convenient cylindrical stick eraser 
in attractive, transparent plastic 
holder. Top unscrews so eraser can 
be moved outward, Red rubber for 
pencil erasing, gray rubber for ink. 
Pocket clip style for general use. 
Brush whisk style for typists. Re- 


Future! 


OU’LL be mighty popular when you tie Weldon Rob- 

erts Jet Erasers on your office Christmas tree and put 
them on your tree and in your Christmas stockings at 
home. Weldon Roberts Erasers will correct the mistakes 
people always make in writing Christmas cards—and mis- 
takes they make in all kinds of writing all year ‘round. 


Ask your stationer now to 
show you Weldon Roberts 
Erasers especially suited for 
correcting writing mistakes 
made by office workers, art- 
ists, draftsmen, school stu- 
dents. 
WELDON ROBERTS RUBBER CO. 


365 Sixth Avenue ° Newark 7, N. J. 
World’s Foremost Eraser Specialists 








STING 
LAPRESSION 


Safeguard checkwriters assure you a lasting Security 
against check forgeries and alterations. Complete 
bank account protection with one stroke. With this 
one stroke, the amount and payee line is impressed 
permanently into any kind of check. Surprisingly low 
cost. INQUIRE TODAY. 


INSTANT H & K CHECKWRITER—CHECK SIGNER 


Safeguard Corp. 


LANSDALE, PA. 
CELEBRATING OUR 40TH ANNIVERSARY 
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Ccstas 
Y for ©XaCcting exec 
u 


L6300 shuttle carriage sorter 


Flexible for varying sizes of office forms. Dividers 
automatically expand as material increases and 
ore loose-leaf as to name changes 





| soRTQ)-Fite 


associated industrial designers 
P. ©. box 12652, Los Angeles 39, California 
for illustrated circular of the many 
models of SORT-O-FILES 


tives | 
WWW 


pl AIT) 


Built for Action 


HART 
Electric 


MIMEOGRAPH 


@ Economical hand operated models 
Line Up with \ @ Efficient electric models 
HART'S <  @ Convenient spirit duplicators 


Complete Line! @ Top quality accessories and 
supplies 


ALL PRECISION-BUILT—BEAUTIFULLY DESIGNED—PROFITABLE! 


188 


Speedy & Automatic 
Hairline Registration 

Full Ream Paper Capacity 
Deluxe Feed Assembly 
Built-in Accurate Counter 
Simplifies Filling-in Forms 
and Records 


HM 249 Electric 


tist.91950 plus tax 


HART 


mimeographs 
and supplies 


HART MANUFACTURING CO 
ST. PAUL 4, MINN 
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closely and fall victim to minor bodily | 
upsets that he misses. 

More and more management is be- | 
coming aware of the importance of 
diabetes as a health problem that may 
seriously affect their operations. Ex- 
perience in many organizations has 
demonstrated these two basie facts 
about diabetes and employment: 

1. A person with diabetes is as satis- 
factory a worker as anybody else in 
almost all types of jobs, if his ailment 
is diagnosed early and if he keeps it 
under control by following his physi- 
cian’s instructions as to diet, insulin 
and exercise. 

2. The diabetic who an employer needs 
to worry about is the one who has 
the disease without knowing it. Once 
the trouble is detected and brought un- 
der control, he ceases to be an employ- 
ment risk. 

To bring this two-fold message to per- 
sonnel managers is one of the primary 
aims of the American Diabetes Assn., 


a professional medical organization of 


physicians throughout the U.S. and Can- 
ada who have invested uncounted hours 
of time in study and treatment of dia- 
betes. The association is supported by 
the membership fees of these doctors 
and voluntary contributions and makes 
no general appeal for public contri- 
butions. It carries on a continuous ed- 
ucational campaign, directed at the med- 
ical profession, diabetic patient and the 
public, to acquaint them with the 
problem of diabetes and the most ad- 
vanced methods of control. It does 
appeal for publie support in that phase 
of its work—not in dollars but in per- 
sonal cooperation in local campaigns 
to search out the undetected cases of 
diabetes and bring them under treat- 
ment. 

Best available statistics indicate there 
are over a million known cases of dia- 
betics in the U.S. Checks of large 
groups of people in various parts of 
the country invariably bring numerous 
hitherto undetected cases of diabetes to 
light. Evidence gained from such scat 
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ONLY 
$65. - 


Acpress-R Jr 





METAL PLATE 
ADDRESSING MACHINE 


Indestructible heavy portable model. Prints thru a 
ribbon in black. Most practical of all types. No inking 
or other preparations necessary. Always ready for in- 
stant use. Embossed plates only 5c each—mail orders 
filled in 48 hours. 

A GREAT TIME SAVER in addressing statements, en- 
velopes, (any size), pay checks, time cards, social 
security forms, tags, labels, etc. Makes carbon copies. 


made by 
NETTLE MANUFACTURING CO. 


27 Huntington Ave. Boston 16, Mass. 
Send for circular "'E'’ and 10 day free trial offer. 








. a . 
os Expeotrers Combination 


* 


p | COPYHOLDER & FILE AID 


One Unit with Dual Purpose 


This new convenience is made right 
for a first-class copy-holder. It is just 
as useful as a i | fitted onto the 
drawer-front to hold papers to be 
filed. Made of steel, it is sturdy, 
nicely finished in green or gray 
enamel, equipped with easy operat. 
ing line-finder, variable spacing. 


List Price only $5.25 f.0.b. Los Angeles 


OrFice @xXPEDITERS, INC. 
615 LUCAS AVE., LOS ANGELES 17, CALIF. 
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T'S VISIBLE FIRST AID FOR AILING SYSTEMS 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 good carbon 
copies. SIGNALS 


WRITE FOR and 
— MAPTACKS 


654321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE C0. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK SEE YOUR ‘OFFICE SUPPLY DEALER 


Branch—105 W. Madison St., Chicago 2, Ill George B. Graff Co., Cambridge 40, Mass 

















Dependable 
Rough & 
Rebuilt 
Office 


Machines 
e : 
Write for our : 


FALL PRICE 


CUT COST IN 
YOUR OFFICE 


USE ONLY ONE MACHINE 

Trace Copy 9. Line Negatives 

Trace Objects 10. Halftones 

Transparencies tt. Make “‘stats’” — 

Scaling 12. Silk Screen Positives 

Layouts 13. Silk Screen Stencils 

Corrections 14 

Letterin 15. Trick Distortions 

Perspectives 16. “Swipe” Files 

VIEWING AREA: 1(8"x24”. 

FLOOR AREA: 26x42”. 

STANDARD LENS: 400% Enlargement and 
Reduction. 

CALIBRATED DIALS: Percentages and 
Decimals. 

CONSTRUCTION: All Metal. 


YOUR GREATEST $ SAVER 
VERSATILE * COMPACT * ECONOMICAL 


AL 
EQUIPMENT BUILT TO ORDER 


Dealer Inquiries Invited 
WRITE FOR FREE CATALOG LL 311 


THE MERRITT LACEY CORP. 
31 CENTRAL AVE. © NEWARK 2, N. J. 
OL OP LIO LL LOL ILI LLL LOL LOLOL CELLO O OOO 


Our Rebuilt Sundstrand 


ADDERS > Weoffer fair prices, 

: guaranteed rebuild- 

CALCULATORS =: ing prompt. serv- 

TYPEWRITERS : ice to users and 

BOOKKEEPING possengge ~ world 

MACHINES a a oe 

: quotation on any 

ADDRESSING : make or _ model 
EQUIPMENT : office machine. 


. Makes Printing Plates 


PNP V PENS 


INTERNATIONAL OFFICE APPLIANCES, Inc 
326 Breadway, New York 7, MW. Y., Hanover 2-6700 
Cable ‘‘ADOBOOKAL" 
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tered checks indicates that there are 
probably an additional million unde- 
tected cases in the country. The Amer- 
ican Diabetes Assn. each year conducts 
a nationwide Diabetes Detection Drive 
during Diabetes Week in which local 
committees of physicians in many com- 
munities enlist lay cooperation in pro- 
viding tests for diabetes for all who 
vant them. A vigorous follow-up to 
bring under treatment the newly dis- 
covered diabetics is part of the program. 
This year’s Diabetes Week will be Nov. 
15-21. 

The association will give its advice 
to employers in making year-round 
tests of their workers on a voluntary 
basis. The New Jersey Bell Telephone 
Co. included diabetes tests in a general 
health examination it provided two 
years ago for all of its employees who 
wished to take part. This brought to 
light 56 cases of diabetes—not as high 
a proportion of the nearly 18,000 exam- 
ined as many other tests have produced, 
but nevertheless vitally important to 


both the company and the individuals 
concerned. Not more than a half-dozen 
of the persons whose diabetes was de- 
tected by the tests had previously known 
they had the disease. Similar results 
are reported by other employers who 
have engaged in large-scale testing for 
diabetes. 

Every large group of workers in- 
cludes some persons handicapped by 
undetected diabetes. Once their ailment 
is diagnosed and brought under control, 
their handicaps disappear and they be- 
come as dependable, productive workers 
as their fellows. For every two hun- 
dred employees in an establishment, it 
is safe to predict that a case or two of 
diabetes will be brought to light by a 
well-organized Diabetes Detection Drive. 
It is sound business as well as a hu- 
manitarian act to help these people get 
the care they need. It is a good idea, 
too, for executives also to have them- 
selves tested. Diabetes strikes heavily in 
the age group to which most business 
executives belong. 


“You Don’t Have To SOFT-ROLLER ME, 


Blank Insert 


For | 56% 
| Typewriter Use, 


tE- anaes ardor 
} 


An @ Typing Is Faster, Easier! 


| __AICO 
iv Exclusive!” 


=) 


AIGNER INDEXES 

















TYPING TIME! 


@ Always on a Straight Line! 
@ Titles Are Neater, Cleaner! 


@ Ends the Need for Tedious, 
Fatiguing, Soft Roller Work! 


Now, At Your Stationer or Write Dept. 6, for FREE Sample! 


When You Use The NEW 


eT 
CUT [To jaw DESIRED) 








~ NO SOFT ROLLER REQUIRED ™ 


The Spacing Does It! 

The Blank Inserts with 

the new AICO TYPE- 

RITE Tabbing are exactly 2 and 3 
picas deep to permit use of the line 
space lever when typing titles. This 
ends the need for soft roller work 
when positioning the titles on the in- 
sert strips. You just set the line space 
lever for the spaces wanted and type 
away. 


97 Reade St., New York 13, N.Y. 
426 S. Clinton St., Chicago 7, Ill. 
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Industry 





Monroe Executives 


Two executive promotions have been 
announced by Alfred B. 
chairman of the board of Monroe Calcu 
lating Machine Co. Fred R. Sullivan 
has been named president and W. G. 
Zaenglein has been promoted from that 
post to vice chairman of the board. Mr. 


Sullivan was executive vice president. 


W. G. Zaenglein Fred R. Sullivan 


Starting 20 years ago as a factory cost 
clerk, he has also 
tary, controller and the 
president. Mr. Zaenglein moves to a 
post new in the company’s top echelon, 
created specifically to strengthen its sales 
effort. His 34-year experience and skill 
in high-level selling will be applied both 
to new and existing products. To Fred 
Sullivan goes the responsibility of man- 
aging the company’s operations. 


been assistant secre 


assistant to 


Office Layout Books 

National Stationery & Office 
ment Assn. has published its Product 
Training Manual No, 16, ‘‘How to Sell 
Office Planning,’’ for their dealer mem- 
bers. An accompanying guide, ‘‘ How to 
Plan Your Office Layout,’’ has been pub- 
lished for distribution to 


Equip 


customers, 


192 


Connable Jr., 


Head Dictaphone Corp. 


At a regular meeting of the board of 
directors of Dictaphone Corp., C. K. 
Woodbridge, president 1948, 
elected chairman of the board and chief 
executive officer. The board elected 
Lloyd M. Powell, vice president in 
charge of sales since 1950, president of 
Three new directors 


since was 


the corporation. 


C. K. Woodbridge Lloyd M. Powell 


were: W. Arthur Howell, of 

Abbott & Morgan; T. H. Beard, 
president of research and produc- 
tion for the corporation; and Mr. Powell. 
Mr. Beard was also elected a member and 
vice chairman of the executive commit- 
tee of which Mr. Woodbridge is chair- 
man. Mr. Woodbridge, who served as 
the first president when the company 
was incorporated in 1923, will have gen- 
eral and the 
firm’s operations. 


elected 
sreed, 


vice 


control management of 


Denominator Co. Executives 


Morse, elected 
general manager of De- 
manufacturers of Tally- 
Count instruments for years, 
announced the appointment of Gordon 
P. Chipman as sales manager with their 


Raymond C, 
president and 
nominator Co., 


recently 


over 30 
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Speed... Efficiency ... 


Economy Plus — 


with ROL-DEX* by Watson! 


established 1887 


Save up to 55% on active record costs with ROL-DEX, the modern machine-filing 
method. Records roll to the seated operator on silent ball bearings. Use your 


present records. Inquire — now! 


NO WALKING 


‘ | ase 
WATSON MANUFACTURIN oo Inc. 
NO STOOPING Rol-Dex Division, Dept. ee 
a " York 
NO SQUATTING mestown, New Yor 
Please send me information about ROL-DEX record units. 
Company 


Pays for itself in Name Title 


direct savings to you! sree .. Zone 


Watson also builds a complete line of filing cabinets 
and courthouse, bank end hospital equipment. 
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GATES 

MERCURY STAPLERS 
Wide range of models for 
every requirement. 





THE 

LIST FINDERS 

Data desired is instantly 
before you. 





BATES STAPLE 

REMOVER AND PUNCH 
instantly removes ony staple. 
Punches a hole up to 

@ thickness of 

eight pieces of paper. 
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New York office. Mr. Morse succeeded 
his father, Frank H. Morse, who founded 
the business in 1915. He has been ac- 
tively engaged in the manufacture of 
Denominator machines at Woodbury, 
Conn., for several years. Prior to this, 


Raymond C. Morse Gordon P. Chipman 


Mr. Morse was director of taxes and in 
surance for American Machine & Foun 
dry Co. Mr. Chipman has been engaged 
in accounting and food cost operations 
for the past 25 years in some of the 
country’s prominent hotels and 
with the Air Force, and recently oper 
ated a resort hotel in 


most 
Florida. 


Jac-a-desk Price Correction 

The advertisement on page 166 in the 
October issue of THE OFFICE by Gonco 
Manufacturing Co. on the latter’s Jac-a- 


desk stabilizer incorrectly showed the 
price of the unit at $4.50. It should have 
read $4.95 and readers are asked to cor- 
rect their records. 


Portable Sales Manager 


J. B. MeCormick, 
vice president, 
Smith-Corona, Ince., 
announced the ap- 
pointment of Har 
old Dash to the 
position of 
manager, portable 
typewriter division, 
succeeding John J. 
McCormick 
died Aug. 24. 
Dash was first employed by the Chicago 
branch of Smith-Corona in 1947 as a 
retail 1950 he was pro- 
moted to home office field representive in 
the Chicago area. His suecess in pro 
moting portable typewriter and 
his understanding of dealers’ problems 
led to his appointment last April to act 
ing sales manager of the portable type- 


sales 


who 
Mr. Harold Dash 


salesman. In 


sales 


then he has 
made his headquarters at the company’s 
main office 


writer division and since 


in Syracuse. 


a, 


Salesmobile showroom of R. C. Allen Business Machines, Inc., carries adding machines, cash 
registers, bookkeeping and statement machines and typewriters to help dealers. Rear of bus 
has a lounge. It will tour southern states in winter, northern areas in summer. 
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NBFA Elects 


“ge The annual con 
. ference of National 
Business Forms As- 
sociates in Chicago 
was attended by a 
large percentage of 
the national mem- 
bership as well as 
by numerous manu- 
facturers. The fol- 
lowing new officers 
were elected: C. E. 
Cooley, Cooley Business Forms Co., 
Rochester, N. Y., president; Dan Mce- 
Kay, Business Forms Service, Detroit, 
Ist vice president; William Ashby, Con- 
solidated Business Forms Co., Pittsburgh, 
2nd vice president; Roy Harris, Me- 
Gregor & Werner, Inc., Washington, D. C., 
treasurer; F. J. Ring, Modern Business 
Forms Co., Chicago, secretary. 


C. E. Cooley 


Victor Acquires McCaskey 

Vietor Adding Machine Co., Chicago, 
acquired the assets of McCaskey Regis- 
ter Co., Alliance, Ohio. Merger of the 


Employees with 10-35 years of service at the golden anniversary banquet of Heyer Corp. in 
Chicago. In front: Ella Leman, Mrs. T. A. Heyer, T. A. Heyer, founder and president; Mary 
Milliken, Henry J. Hochstetter. Rear: Curtis Bell, Bernard C. Wahlquist, Rene George Pommier, 
Rose Lantz Balice, Albert Sander, Frank Laspesa, Helen Catlin, Magdalena Springer, Angeline 
Tarsitano, Mary Gustafson, T. R. Heyer, vice president, and A. J. Heyer, secretary. 


two firms was formally approved by Me- 
Caskey stockholders. McCaskey pre 
ferred stock will be exchanged for spe- 
cial preferred stock in the merged or 
ganization. Common shareholders will 
receive cash and stock in Atlantic Regis- 
ter Co., formerly a McCaskey division 
and now an independent company. In- 
cluded in the merger are McCaskey Sys- 
tems Ltd., Galt, Ont., distributor of 
Victor and McCaskey products in Cana- 
da, and the company’s English division 
in Watford, England. A. C. Buehler and 
his son Carl Buehler III, are president 
and executive vice president respectively 
of Victor, the continuing company. They 
announced that all operations will be 
maintained intact with a minimum policy 
change and no staff or personnel assign- 
ment changes expected among McCaskey 
employes. Victor always built McCaskey 
cash register adding mechanisms. 


Davidson Adv. Manager 

Davidson Corp., a subsidiary of Mer- 
genthaler Linotype Co., has appointed 
Joseph T. Sloane advertising and. sales 
promotion manager. Before joining 
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SMEAD’S TELL-I1-VISION SYSTEM 


atc. Y &. PAT OFFICE 


READS LIKE A 800K 
LEFT TO RIGHT~- 
GROWS AS NEEDED 








SMEADS 
TELL-1-VISION 


By using Smead’s Tell-I-Vision filing system, you can 
reduce filing time. The alphabetical-color signal 
system for finding — and the numerical-color signal 
system for replacing — moke filing eosy, fast, and 


occurote. Colorful ar lastie Tabs 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 














Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


ag | 4CARBON COMPANY 
GENERAL OFFICES SKOKIE, ILL. 
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Davidson, Mr. Sloane was advertising 
and sales promotion manager, and direc- 
tor of public relations for Tel-Autograph 
Corp. and had been with the latter since 
1948. He will be fully responsible for 
the promotion and advertising of all 
Davidson products. 


NOFA Tie-In with Schools 


With a salute to the business leaders 


| of tomorrow during National Office Fur- 
| niture Week, Jan. 17-23, National Office 


Furniture Assn. is beginning a long 
range program of cooperation with schools 
and colleges to encourage better busi- 
ness training, develop better business per- 
sonnel and create an appreciation of bet- 
ter office equipment. John R. Gray, 
executive director, said, ‘‘The need for 
new blood—for young people with sound 
basic business training and a potential 
for development—is facing every busi- 
ness organization. Training young peo- 
ple for business careers is a responsi- 
bility which industry must share with 
education. Our association, represent- 
ing hundreds of office furniture dealers 
and manufacturers throughout the coun- 
try, recognizes this and has developed a 
program with benefits for schools, stu- 
dents and business in general.’’ 


This stock model Royal Deluxe Portable has 

done 1553 hours of typing at U.S. Testing 

Co. Royal portable sales manager, W. H. 

Beckwith, said it duplicates 63 years of typing 
by a daily newspaper columnist. 
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Directs Dupli-Voice Sales 


Leslie G. Lan- 
gille has been 
named vice presi- 
dent in charge of 
sales and service of 
Dupli-Voice Co., Al- 
gonquin, Ill., manu- 
facturers of Dupli- 
Voice magnetic belt 
dictation machines, 
Mr. Langille is a 
long - experienced 
and qualified office equipment sales di- 
rector, for many years with Marchant 
Calculating Machine Co. and former vice 
president in charge of sales of Cummins 
Business Machines, Inc. 


pie 
Leslie G. Langille 


Heads Underwood Supply Div. 


Appointment of 
L. D. Markham as 
national sales man- 
ager of the supply 
division of Uader- 
wood Corp. with 
headquarters at 1 
Park Ave., New 
York, was an- 
nounced by W. *®. 
Arnold, vice presi- 
dent. Mr. Mark- 
ham jointed the company as a supply 
salesman in 1938. He later became 


L. D. Markham 


lf dhe wit 
Py fest chint 


anil hy 
. This 8-page, 


{oo 5-color brochure 


huss 


SAVES TIME AND WORK! 


MAKES 8 BASIC FOLDS ON 
SHEETS UPTO 8', x 14 


3 AT A PRI 
EVERY OFFICE 
CAN AFFORD 


Pyro M ORivehate 


DESK MODEL FOLDING MACHINE 


Duplicating Equipment ond Supplies 


GUARANTEED 


Write for Complete Catoleg of 


vely by PRINT-O-MATIC CO., INC 


Manufactured exclus 





Complete plants for the 
manufacture of 


CARBON PAPER 
TYPEWRITER RIBBON 
DRY STENCILS | rman 


HAIDA ENGINEERING CO. 
34-11 Vernon Boulevard 


Manufacturing 
information and 











Long Island City 6, New York 








of Tiffany Stand 
Co., available | 
to dealers, won 
top honors at 
the Affiliated 
Advertising 
Agencies Net- | 
work exhibit in 
Sept. 


TIFFANY STANDS 
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VELOX-WERKE 
HAMBURGI1 
GERMANY 

manufacturer 
of modern office 
and systems equipment 


Wanted-Generel representative for the U.S.A. Cross license or sale of patents possible 


Those signals con be moved from the left and right. Signal tops protected with celluloid 





SAVE ON: 


Write for Free Catalog 


Consolidated 


Office Supply Co. 
711-A S. Dearborn Street 
Chicago 5, Ill. 


OFFICE SUPPLIES 








southern district supply manager and 
served in that capacity until 1952 when 
he was named supply manager of the 
western district with headquarters in 
Chicago. In his new post, he will be 
responsible for the sale of ribbons, car 
bons and other supplies. 


Duplicopy Sales Manager 
Joseph G. Ryan 
has been appointed 
sales manager of 
Duplicopy Co., Chi- 
cago, manufacturers 
of duplicating ma- 
chines and supplies. 
Mr. Ryan has spent 
over ten years in 
the office equipment 
field, specializing in 
the duplicating 
machine business in the 
He will head up an expanding sales or- 
ganization for Duplicopy Co. and will 
put into effect the new dealer sales plan 
recently announced by the company. 


Joseph G. Ryan 


past few years. 


e your 


- look better... 
Get your 
letters read! 


Are you sotisfied with just any kind 
a letter? Or are you one of those par- 
sree who take pride in the clean, 


Ee: and mechanical perfec- 
ee gal 4 Besides it is 


Pitney-Bowes Scholarships 


A scholarship program provides four- 
year college educations for winning can- 
didates daughters of 
Pitney-Bowes earning less 
than $8,500 yearly wages. Two winners 
will be selected next spring and two 
additional scholarships will be awarded 
annually to bring eight students into the 
plan by 1957 and thereafter. Successful 
eandidates will win full tuition and 
academic fees for four years at college 
or university of their choice, plus cost of 
living allowances. Winners will be 
chosen on the basis of competitive tests 
and other qualifications with decisions 
to be made by an independent board of 
edueators of which Dr. George N. Shus- 
ter, president, Hunter College, New York, 
has agreed to be chairman. 


among sons and 


employes 


Mosler Safes in Mexico 

The first 
according to 
are being 


Mexico 
production prin- 
manufactured in 


safes to be made in 
modern 
ciples 


NEW DELUXE 


PORTABLE 


~~ ent" ft makes clean, 
shorp carbons and has many exclusive 
features not found on other machines. And 
in looks it’s a beauty. 


* 


NTER-CONTINENTAL TRADING CORP. 


ST STREET 


NEW YORK 6, N. Y. 
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r-— TYPEWRITERS —— 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 
Hand or Electric 
ROUGH or RECONDITIONED 


Write for Prices 
Also ask about our ADDOMETER, the adding 
and subtracting machine that retails for $14.95 
and pays you up to 52% profit. 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 
301 W. Monroe St., Chicago 6, Ill. 


AT HAND.. 
IN THE RIGHT 
HANDS! 


with 


TELKEE 
Moore Key Control 


A METHOD FOR FILING AND CONTROLLING KEYS 


With Moore Key Control TeLKeg, you never 
have to worry where keys are...or who has 
them—they’re instantly available in neat, 
compact cabinets, easy to set up and operate, 
Saves cost of expensive lock repair and re- 
placement, too. Moore Key Control usually 
pays for itself the very first year you own it. 


P. 0. MOORE, INC. 


302 Fourth Avenue, New York 10, N. Y. 








Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducin 
Hoods do not increase floorspace, retar 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 
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FILE 
CADDY 


Qijpfits 


100 DIFFERENT USES by 
100 DIFFERENT PEOPLE 


New Hammerloid 

grey model— 

nothing like it 

for desk-side 

work — sorting 

papers, filing 

correspondence, 

invoices, shop 

tickets, etc. Pull 

it wherever you 

need it. 

Letter or Legal 

size. Made of 

heavy steel with 

chrome plated 

handle and ball- 

bearing swivel 

casters. Easy 

sliding top has lock and 2 keys. Comes with 25 red 
fibre suspension folders with metal tabs. 


Get at Dealer's or write for Circular. 
AMBERG FILE & INDEX CO. 


Filin 2 ecialties since 1868 
1601 DU BLVD., KANKAKEE, ILL. 





CONFIDENTIAL 





L quill 
Mail Order Today 


SHIPPED 
FROM STOCK 


Easiest way to file and find maps, blue prints, 





tracings. Metal cabinet file with locking doors, 
112 tilting tubes handle 60” prints. Tubes 
are indexed for quick location. Only $187.50 











PATENT NO. 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 


ViSIriter— Economical speedy hand addresser— 
eliminates subsequent typing and guarantees 
accurate reproductions. 


Write for complete information — 
ViSirecord, Inc. COPIAGUE, L.I., N.Y. 
In Canada, V/S/Irecord of Canada, Ltd. 
266 King Street, West Toronto |, Ont. 





the. 


RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide: $1775 

TAX EXTRA 


FREE TRIAL OFFER. Write, asking us to send you 
o RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. 


1025 15th Street, N. W. 
RITE-LINE CORP. Washington 5, D. C. 














vy SPECIAL OFFER! 3x 


Two Leading German 

Office Equipment 

Journals, at a big 
SAVING TO YOU! 


**BUEROMARKT’' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 


‘DAS RATIONELLE BUERO" (The Rational 
Office) monthly, printed in GERMAN ....$5.75 


combination cost $]],00 


These vital Trade Jour- 
nals keep you up-to- 
date with the German — Continental Office 
Appliance market. In regard to subscriptions 
or advertising rates contact our American 
Representatives: 


ATLANTIC SERVICE AGENCY 


P. O. Box 415 © Flushing, N. Y. 
Tel: INdependence 3-6815 


Annually 
Postfree 
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Mexico City by Mosler de Mexico §.A., 
a new firm organized by Mosler Safe 
Co. ‘‘Entire output of the new com- 
pany will be marketed in Mexico,’’ Ed- 
win H. Mosler, Jr., president, stated. No 
Mexican-made safes will be sold in the 
U. &. 


New Consolidated Plant 


J. W. Pierce, president, Consolidated 
Business Systems, Inc., manufacturers 
of Redifixt business forms, announced 
the start of construction for a new, one- 
story brick plant in New Brunswick, 
N. J. Plants are now located in New 
York, Highland Park, and Elizabeth, 
N. J. The new plant, with over 45,000 
sq. ft., will enable Consolidated to merge 
some operations of the other plants and 
take care of increasing sales. Additional 
facilities will provide faster delivery and 
more efficient operations. Consolidated’s 
equipment mainly consists of high-speed 
rotary presses and related equipment for 
production of carbon interleaved con- 
tinuous and snap-out style forms, printed 
and lithographed. The new plant, to be 
occupied around Jan. 1, will employ 
about 200 people on two shifts. George 
Simon will be the plant manager. J. C. 
Fallon, treasurer, and George Mroz, dis 
trict sales manager, will make their head 
quarters there. 


J. W. Stallings (seated), general manager of 

distribution, Clary Multiplier Corp., and Bert 

Leavitt, Oakland manager; Richard D. Dodge, 

Mr. Stallings’ assistant; Jerry Blum, Sacra- 

mento manager; and William S. Watkins, San 
Francisco manager. 
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Future “P&P” 


Customers 














PROSPECT 
































“P & P”... press and peel... is 
a new and revolutionary carbon 
paper development ... and may be 
just what your accounting depart- 
ment needs! 


This adhesive-edged carbon paper 
is pressed to your various ac- 
counting forms . . . payrolls, in- 
ventories, time sheets, etc., and 
peeled off when finished. You use 
the sheet over and over again! 


“P & P” is practical for hand and 
machine accounting ... and is 
superior to carbon binders in ap- 
plication and legibility! 


This may be an efficient item for 
you to use . . . why not send for 
samples. No obligation, of course! 


Goncrval Others & Plant 


U. S. TYPEWRITER RIBBON MFG. CO. 
621-623 CHERRY STREET 
PHILA. 6, PENNA 
Established 1895 











SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Mail Bags For Your 
— Clientele 


TE FOR CIRCULAR 


Write for our 
prices—today. 
vA “America's largest 
Rebuilders, of Caicu- 
lators.”’ This month’s 
special LA5-160, 
eae -200, 100% Re- 

u 


ISRAEL MEIZNER 
Mercury Business Machines Co., Inc 


900 Broadway (Corner 20th St.) New York 3 
GRamercy: 7-0055 / 








ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y¥ 
* Reg. U.S. Pat. Off. 








CASH REGISTER 


PARTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST MT. PROSPECT, ILL 





Acquires Copy-Right Mfg. Co. 


Arthur W. 
Young Corp., 


Young, president, Curtis- 
New York, announced the 
purchase of Copy-Right Mfg. Corp., 
manufacturers of copyholders. Copy- 
Right has been in business 28 years and 
its products are sold by dealers through- 
out the world. T. H. Wenstrom, secre- 
tary of Copy-Right Mfg. Corp. the past 
15 years, joined Curtis-Young Corp. as 
manager in charge of sales service on 
both lines: Copy-Right copyholders and 
Curtis-Young duplicating supplies, car- 
bons and ribbons, 


Chicago Comptometer Manager 


John Lentz is the newly-appointed 
Chicago district sales manager of Felt 
& Tarrant Mfg. Co., succeeding Norman 
Niemi, resigned. Mr. Lentz, formerly of 
Chicago, has been manager of the com- 
pany’s St. Louis office. He will also be 
in charge of the Chicago Comptometer 
School. 


Window Trimming Contest 


The’ fourth annual Christmas window 
trimming contest of National Office Ma- 
chine Dealers Assn. this year will in- 
clude two classes: one for windows 
dressed by members and one for profes- 
sionally dressed windows. Identical 
prizes in each class will be $50 for first, 
$25 for second and five $5 prizes. 


Apeco Gets License 


Remington 


Rand Ine., as exclusive 
licensee, and Gevaert Co. of America, 
Ine., aS owner, announced granting a 
license under U. S. Patent No. 2,352,014 
to American” Photocopy Equipment Co., 
Chicago, for photographic reproduction 
by the diffusion transfer process. The 
license extends to all of the commercial 
and office reproduction field. 


Office Decorating-Planning 


James H. Kahlert, viee president and 
general manager, Clark & Gibby, Ine., 
New York, announced his firm’s Certified 
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CLIX 


1-HOLE 


CLIX PAPER 


3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper 
punch made. Punches P 
P ; erson 
poomseasigy for 3-ring binder sheets at a single punch gr 
ms am gs peepee to make, no gauges viduals tornce 
> places to ; ‘ 

pated get Saree ppt and office and industry. Light pressure of thumb 
reer atlipsiey  BenBr ce Mins mel fits punches clean }4” hole instantly in paper, light 
‘ - $3. ist. cardboard, etc. Ideal for punching tickets, ta 
MODEL 4S. Pen 0 tates restaurant checks. 24 in sc 

6° Gla., epaced 436° on cone display carton. 50 cent list. 


ters, 4%" from back binding 
MODEL 100... Punches \’" 


edge — standard spaci 
: ipacin 
11" x 813" sheets. . hole, \%" * adi 
PAPER PUNCH , 4" trom binding edge. 





Order from 
west ad your Stationer or Office 
ERN REP.—HARRY HENKEL ASSOC., 1355 wrt ai ory 


i NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS ' 


Designed For Reliable 
Business Machine Service 


When you buy a business machine powered with a Lamb Electric 
Motor you know that the motor was designed for that particular ap- 
plication. Because of this special engineering, 4 Lamb Electric 
Motor offers the high degree of dependability so necessary for 
reliable business machine operation. 


The Lamb Electric Company ° Kent, Ohio 


In Canada: Lamb Electric—Division of 
Sangamo Company Ltd.—Leaside, Ontario 


” mb Electric 


sreciat Arroncrower MOTORS 
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OFFICE MANAGERS! 
KEEP saa DOWN 





. Eliminate hours of 
costly hand typing 
. Eliminate proof- 

reading 
, Completely 
nate errors 
. Eliminate sending 
out for photo copies 


WITH 
EXACT - PHOTE - COPY 


ALL ELECTRIC ... ALL-IN-ONE UNIT 
Get DRY photo copies in your own office 
automatically in seconds. 
it doesn't cost, it -” you to own the new, compact 
EXACT-PHOTE-CO machine. There’s NO darkroom, 
NO chemical fumes, NO washing, NO fixing, NO drying. 
Simple to operate. Produces 60 to 90 copies per hour of 
anything typed, written, printed or drawn. Size 12” 
wide by any length, \-side or 2-sides, 110V AC. Grey 

vinyl exterior. 47 ibs. Prices start at $105.00. 

Made in U.S. A. . . . Fully Guaranteed 
Write for FREE brochure today . . . 
GENERAL PHOTO PRODUCTS CO., INC. 
15 SUMMIT AVE., CHATHAM, NEW JERSEY 
Manufacturers of dry and wet process photo 
copy equipment. 





TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


© 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N_ Y. 





TECHNYSCOPE MODEL F-2 


(Ilustrated with glass removed) 

The use of FLOURESCENT LIGHTING in- 
troduces an entirely new standard of 
scope illumination. The glass of the Scope 
and stencil remain cool. The entire writ- 
ing area of the stencil is amply and 
evenly illuminated. 

Complete Price 

Request information from 


TECHNYGRAPH COMPANY, TECHNY, ILL 





| PAYMASTER 

















ENVELOPES 


Eliminate Time and Expense of 


Addressing, also Chances of Error. 
Paycheck ‘'Outlook'' Envelopes are absolutely 
opaque, essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 
proves personnel relations. 

Send us check you now use and we will submit 
sample Paycheck ‘'Outlook'' Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelope: 
Ww Woast » - 4 ch ’ y 
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Office Planning Service as a most com- | 


prehensive start-to-finish office planning 
service priced within the reach of every 
business. The service is being offered by 
dealers throughout the country in co- 
operation with Wood Office Furniture 
Institute. 


Smith’s New Policy 


Wm. H. Cravens of Charles C. Smith, 
Ine., Exeter, Nebr., makers of steel file 
signals and guides, announced a more 
modern sales policy than previously 
practiced. The new, simplified arrange- 
ment will encourage dealers to stock a 
more complete line of Smith products. 
Customers will be urged to place orders 
through stationers. 


Thornton Sells Two Firms 

California Typewriter Exchange and 
Lightning Adding Machine Co., Los An- 
geles, have been sold by KE. Ek. Thornton. 
The former was sold to Max Dworsky 
and Martin Waisbren who will continue 
uperation under the same name in con- 
junction with their Los Angeles Adding 
Machine Co. H. L. Pettit continues as 
general sales manager. Lighting Adding 
Machine Sales Co. took over Mr. Thorn- 
ton’s other firm and Earl Coffin is presi- 
dent; Paul Jensen, sales manager. Mr. 
Thornton will distribute Addo-X and 
Totalia machines. 


Lionel J. Norton of Norton Dictating Machine 
Co., Cleveland, who was appointed distributor 
of Rex Recorders in the Cleveland area, ac- 
cording to James P. Marino, president, Ameri- 





by documents, papers and 
checks protected by 


‘Schlegel PULL 
FASTENERS 


Silla 5110] ae ole 1a1-E adv] 0} of-1al ofelate 


@ ADDED TOUCH that’s “good 
business”. . . Schlegel PULL FAS- 
TENERS make every packet of busi- 
ness papers look valuable, official 
... look “cared-for”... help win 
respect for you, your company, 
and the papers. 


PLUS 
NO BREAKING! NO TEARING! NO SLIPPING! 
Strong ... durable... quickly, fully 


adjustable . . . flat cloth tape... 
Schlegel PULL FASTENERS hold 
papers firmly while you carry them, 
or for a lifetime in your files. 


WRITE! Descriptive folder with 
prices and sizes mailed promptly. 


Schlege 


MANUFACTURING 
COMPANY 





can Dictating Machine Co., New York. 382 N. Goodman St., Rochester 7, N. Y. 
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eADVERTISERS 





Acco Products, Inc. 


Acme Adding Machine Service & Sales. Corp. 


Addo Machine Co. 

Addressing Machine Co. of Calif. 
Aigner Indexes 

Allen Business Machines, Inc., R. C. 
Allied Carbon & Ribbon Mfg. Corp. 
Amberg File & Index Co. 

American Carbon Paper Mfg. Co. 
American Dictating Machine Co. . 
American Numbering Machine Co. 
American Writing Paper Corp. 
Applaud Sales Co. 

Arrow Fastener Co. 

Associated Industrial Designers 
Atlantic Service Agency . 

Atlas Stencil Files Corp 


Bankers Box Co. 

Barrett Adding Machine Division 
Bates Mfg. Co. .... 3 
Bomont, Tee. is 

Boroughs Mfg. Co. 

Box 110 . 

Bud Type Cleaner Co. 

Burroughs Corp. 

Business Efficiency Aids 


Can-Pro Corp. 

Carter's Ink Co. . 

Challenge Machinery Co. 
Clary Multiplier Corp. . 
Codo “yo Corp. 

Colonial Carbon Co. 
Columbia Ribbon & Carbon atte. Co. 
Commercial Controls Corp. 
Consolidated Office Supply Co. 
Copease Co. . 

Copy-Craft, Inc. 

Cormac Industries, Inc. 
Cotterman, |. D. 

Coxhead Corp., Ralph C. 
Cramer Posture Chair Co. 
Curta Calculator Co. 

Cushman & Denison Mfg. Co. 


Dehn Jr., I. 

Dennison Mite Co. 
Denominator Co, 
Dewberry Engraving Co. 
Dick Co., A. B. 
ntl 

Ditto, Inc. 

Dreusicke & Co., Wilhelm 
Dupli-Voice Co. . 


Eagle Pencil Co. 

Eastern Corp. 

Elliott Addressing Machine Co. 
Esleeck Mfg. Co. a 

Evans Specialty Co. 

E-Z Sort Systems, Ltd. 
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Fabbrica Addizionatrice Italiana 
Faber-Castell Pencil Co., A 
Faber Pencil Co., Eberhard ... 
Facit, Inc. 

Federal Cash Register Co. 
Fisher Pen Co. ; 

Force & Co., Wm. A. 

Fox River Paper Corp. 

Frankel Mfg. Co. 

Friden Calculating Machine Co. 


Gates Associates .. 
Gavrin Press, Inc., Arthur J. 
General Binding Corp. . 
General Photo Products Co. 
Gestetner Duplicator hie 
Gibian, Richard pack 
Graff Co., George B. 
Gray-Audograph 


Haida Engineering Co. 

Hamann Calculating Machine Co. 
Hammermill Paper 

Hano Co., Philip 

Harris-Seybold Co. 

Hart Mfg. Co. . 

Hermetite Corp. 

Heyer Corp 

Hygienic Dental Mfg. Co. 


Imperial Desk Co. 

Indiana Cash Drawer Co. 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. 

Inserting & Mailing Machine Co. 
Institutional Sales . 
Inter-Continental Trading Corp. 
International Business Machines Corp. 
International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. A 


Jardin Associates, Inc. 
Kee-Lox Mfg, Co. 


Lamb Electric Co. 

Lanston Monotype Machine Co. 
LeFebure Corp. 

Litho Engineering & Research 
Lix Distributing Co. 


Manifold Supplies Co. 
Marchant Calculators, Inc. 
Master Addresser Co. 

McBee Co. 

Mercury Business Machines Co. 
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Merritt Lacey Corp. . 
Metalcraft, Inc. . 

Mittag & Volger, Inc. 

Monroe Calculating Machine Ce. 
Moore, Inc., P. 

Moran's Sons, Thomas J. 

Mosler Safe Co. 

Multistamp Co. 


National Blank Book Co. 
National Cash Register Co. 
National Litho Forms Co. 
National Rule Co. 

National Vulcanized Fibre Co. 
Neenah Paper Co. 
Nekoosa-Edwards Paper Co. 
Nettle Mfg. Co. 

New England Paper ‘Punch Co. 
Norta Distributing Co. .... 


Office Expediters, Inc. 

Office Products, Inc. 

Office Publications Co. 

Old Town Corp. ... 

Olivetti Corp. of America 

Outlook Envelope Co. 

Oxford Filing Supply Co. .. 

Ozalid, Division of General Aniline & 
Film Corp. 


Paraliner Co, 

Parsons Paper Co. 
Peerless Imperial Co. 
Pemberton Printing Co. 
Phillips Process Co. 
Photostat Corp. 
Pitney-Bowes, Inc. 
Plymouth Rubber Co. 
Potomac Products 
Precisa Calculating Machine Co. 
Print-O-Matic Co. 
Pronto File Corp. . 


Queen Ribbon & Carbon Co. 


Rans Mfg. Co. . 
Rapid Roller Co. 
— Typewriter Co. 
9 Cosh Registers, Inc. 5! 


' 


Re lable Typewriter & Adding Machine Co. 
Rex-Rotary Distributing Corp. .. 


Rite-Line Corp. 
Roberts Rubber Co., Weldon 
Rol-Dex Division . 

Rose Ribbon & Carbon Mfg. Co. 
Royal Typewriter Co. 


Sateguard Corp. 

Schlegel Mfg. Co. 

Scott-Rice Co. 

Security Steel Equipment Gre. 
Shaw-Walker . 

Shipman-Ward Mfg. Co. 

S-K Forms Co. 

Smead Mfg. Co 

Smith Inc., Charles C. 

Smith-Corona, wc. Cover Il 
SoundScriber Corp. 75 
Southern Friction Materials Co. 184 
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Speed-O-Print Corp. 

Spot Carbon Products . 

Standard Duplicating Machines Corp 
Staplex Co. . 

Storms Co., H. M. 
Strohmeyer & Arpe Co. 
Sturgis Posture Chair Co. 


Technygraph Co. 

Thomas Collators, Inc. 
Times Facsimile Corp. 
Tubular Specialty Mfg. Co. 
Typewriter Equipment Co. 


Underwood Corp. 
United States Envelope Co. 
U. S. Typewriter Ribbon Mfg. Co. 


Vari-Typer, The 
Velox-Werke 

Verd-A-Ray Corp. 

Victor Adding Machine Co. 
Visirecord, Inc. 
Vogel-Peterson Co. 


Watson Mfg. Co. 
Wausau Paper Mills Co 
Webster Co., F. S. 
Wiemers, Inc 

Winchester Industries, Inc. 
Worden Co 








NOW AVAILABLE! Binders for THE OFFICE 
Magazine, each holding six issues with the 
complete index in the last copy (June and 
December). Two binders for an entire year’s 
issues are $3 (not sold singly) from Office 
Publications Co., 270 Madison Ave., New 
York 16. 
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More Mechanization 


EXECUTIVE who is 
‘*sold’’ on clerical mechaniza- 
tion should feel pretty good 
these days because more items 

of office equipment are currently ap- 
pearing on the market than have 
been seen in a long time. This must 
be evident to our readers who notice 
the increasing number of pages it is 
necessary to devote each month to 
New Products. We are sure every 
reader finds something worthwhile 
out of all these new and improved 
items. After all, an item at the end 
of the section may prove the most 
valuable to you—if you don’t miss 
it. 

The National Business Show last 
month in New York showed a larger 
number of new office products than 
ever. Paperwork has challenged the 
imagination of inventors and manu- 
facturers throughout the world. Cer- 
tain of our so-called staple office 
equipment items were born abroad 
in pre-war days and now, once 
again, our European friends are 
thinking up interesting ways to 
raise clerical output. Most of the 
practical overseas developments 
sooner or later appear on our mar- 
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ket either as imports or licensed 
American products and vice versa. 
When one manufacturer, anywhere, 
improves his product, you ean be 
sure his rivals, everywhere, are un- 
satisfied until they have gone one 


_ better with improvements of their 


own. 

This keen competition to produce 
better office equipment should be 
sweet music to management beset 
with help shortages and an ever in- 
creasing volume of paperwork to be 
processed. Machines can help them. 
Some were a little skeptical when, 
only a few years ago, we predicted 
that electronies would be soon on the 
office scene. Perhaps the skepties 
were thinking only of scientifie elee- 
tronic caleulators designed to solve 
problems with factors a yard long. 
But the basically simple and amaz- 
ingly fast electronic figuring prin- 
ciple and its unlimited magnetic 
memory are proving more efficient 
than humans when it comes to 
tedious tasks like inventorying. This 
is the advent of automatic com- 
puters in offices. Tasks that are sim- 
ple, but important because of their 
magnitude, will get first attention. 
It will be easier later on to create 
the ‘‘automatie office’? when all the 
small jobs are taken care of. Re- 
member this when you plan for the 
future. Do not wait for the big, one- 
package model which you might not 
be able to afford. It will be quite a 
while coming. Make the outlook 
brighter for your present help, and 
attract new help, by using to best 
advantage every piece of equipment 
available now. 
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Learn How Your Order-billing System Rates 


a ; YES NO 
Do you know how many separate writings you require to get your [] 
orders shipped and billed? rs 





Have you investigated lately to see whether certain rewritings can be a a 
eliminated? 





Do you rewrite orders received from branches or salesmen? we [] 





Are shipping addresses retyped on your bills of lading? C] A] 





Are these same addresses again rewritten on your tags and labels? CJ [} 





Are your invoices written separately from your shipping orders? [] [ ] 





When a partial shipment is made do you write a new shipping order to C a 
cover items back-ordered? 





Do you write a new set of billing copies covering each back order 
shipment? L] CJ 





Do you post each individual invoice to your accounts receivable ledger? Be [] 
HERE’S THE QUESTION THAT COUNTS 


Would you like us to send you folders which illustrate how you can 

eliminate all retyping on original and back orders and eliminate posting 

to accounts receivable: L] L] 
if answer is “‘Yes’’ fill in and mail to: 


DITTO, Incorporated, 689 S. Oakley Bivd., Chicago 12, Illinois 
in Canada: DITTO of Canada, Ltd., Toronto, Ontario 


Name, Title 





Firm 








Address 


City County State 


A D ITTO ONE-WRITING SYSTEMS 











Take your dealer’s advice 
... On Ribbons 


Ga 
DISTINCTIVE 

Here’s a wonderful ribbon that makes ie, 

a good impression on any letterhead. 

This Underwood Corporation Gold Box 

Ribbon is pure silk for extra-long service i 

and uniform ink distribution. 


...0n Carbon Paper 


You get such clean, strong carbon copies 
with Underwood Corporation Distinctive 
*‘Non-Curling”’ Carbon Papers... you’ll 
always come back for more! Treated with 
special plastic, they transfer type impact 
faithfully and give up to 50% longer wear. 


Ask for 
Underwood Corporation Supplies 


You can’t beat this great pair for beautiful work, 
convenience and super cleanliness. Next time 
you buy supplies order Underwood Corporation 
Distinctive Silk Ribbons and Distinctive 
‘“‘Non-Curling’”’ Carbon Paper. You’ll understand 
why “‘business relies on Underwood Supplies.” 


COPY RIGHT—UNDERWOOD CORPORATION 


Supply Division 


Underwood Corporation 22: 





